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1.0 INTRODUCTION

The Standard Operating Procedures (SOP) for Personal Property documents the policies and procedures
necessary for reporting Personal Property to the Marine Corps Balance Sheet as part of the General
Property, Plant and Equipment (PP&E) line item. This SOP defines Personal Property, outlines the
requirements for its financial reporting, presents the responsibilities of various entities in its reporting, and
details the Marine Corps processes that result in the recording of Personal Property in the financial
statements. This document represents Volume II, Balance Sheet, Chapter 8, Section 8.B - Personal
Property, within the Consolidated Financial Management SOP Manual.

2.0 REQUIREMENTS

Marine Corps Personal Property reporting is required to be in compliance with the following regulations.
Table 1, Personal Property Requirements, lists the applicable regulations.

Regulation Description
Department of Defense (DoD) =  Establishes accountability policy for PP&E particularly for property
Instruction 5000.64, Defense in the possession of individual military units and end-users.
Property Accountability, August
2002 = Facilitates communication and promotes successful systems

interfaces through the use of standardized technology.

Secretary of the Navy (SECNAV) =  Establishes DoN policies and procedures for the custody, accounting
Instruction 7320.10A, Personal and disposition of Personal Property.
Property Policies and Procedures

Marine Corps Order (MCO) = Prescribes the policy and procedures governing the acquisition,
P10150.1, Garrison Property Policy management, and control of Personal Property (Garrison Property)
Manual used at Marine Corps bases, air stations, districts, and other

independent commands.

Table 1: Personal Property Requirements.

3.0 CONCEPTS AND DEFINITIONS

This section provides an overview of the concepts and definitions relevant to the reporting of the Personal
Property portion of the General PP&E line item on the Balance Sheet.

Definition: Personal Property, as a component of General PP&E, consists of those items used, but not
consumed, to produce goods or services in support of the Marine Corps mission. Personal Property
includes Military Equipment, Internal Use Software and General Equipment. Personal Property does not
include inventory items, Operating Materials and Supplies (OM&S), Real Property or items of a historical
nature.

= Military Equipment: Includes the PP&E components of weapon systems and support PP&E that
is owned by the DoD or its Component entities for use in the performance of military missions.
Formerly known as “National Defense PP&E,” Military Equipment is now classified as General
PP&E. The SOP for Military Equipment financial reporting is contained in Volume II, Section
8.C - Military Equipment, of the Consolidated Financial Management SOP Manual.

» Internal Use Software: Includes software that is purchased from commercial vendors "off-the-
shelf," internally developed, or contractor-developed solely to meet an entity's internal or
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operational needs. Federal entities have a choice to purchase commercial "off-the-shelf" (COTS)
software, hire contractors to develop substantially all of the desired software (contractor-
developed), or develop software internally using their own employees, with or without a
contractor's assistance (internally developed). The SOP for Internal Use Software financial
reporting is contained in Volume II, Section 8.D - Internal Use Software, of the Consolidated
Financial Management SOP Manual.

= General Equipment: Includes items that are non-deployable, COTS property. Hereafter, within
this document, the term “Personal Property” will refer to the General Equipment category of
Personal Property only. General Equipment includes Personal Property assets, such as office
equipment, industrial plant equipment, material handling equipment.

Criteria: Personal Property assets must meet the following criteria:

=  An acquisition cost equal to or greater than the DoD capitalization threshold of $100,000

= A useful life of at least 2 years

= Not intended for sale in the ordinary course of operations

= Acquired with the intention of being used in an operational capacity

Assets that do not meet the $100,000 capitalization threshold are expensed when received and are not
depreciated. Table 2, Non-Capitalized General Equipment, presents the two categories for these assets.

Types of Assets Value Description/Category

Minor Property | $5,000 - $100,000 | = Accounted for within the OM&S portion of the Inventory and
Related Property Line Item.

= Accountable and must be entered into DPAS.

Sub-Minor <$5,000 = Accounted for within the OM&S portion of the Inventory and
Property Related Property Line Item.

= Neither accountable nor reportable, unless it is deemed pilferable,
critical to the mission, and hard to repair or replace.

Table 2: Non-Capitalized General Equipment.

Personal Property Lifecycle Business Events: The key business events for Personal Property lifecycle
are: (1) acquisition, (2) utilization, accountability, and control and, (3) disposal. Acquisition involves
any processes needed to obtain Personal Property and place it in a ready to use state. Utilization,
accountability, and control of Personal Property assets involves tracking their location, condition and
value. Disposal of Personal Property involves any processes needed to remove and dispose of Personal
Property assets. Source documentation must be maintained during each of these lifecycle business events.
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Table 3, Personal Property Business Events, summarizes the life cycle phases for Personal Property.

Business Event Description

Acquisition = Acquisition is the process of obtaining use or control of Personal Property or an
interest in Personal Property by purchase, transfer, lease, and reinvestment.

Utilization, = Utilization, Accountability, and Control are the processes to ensure that Personal
Accountability, and Property is properly recorded, tracked, used, and secured in accordance with Marine
Control Corps Regulations.

Disposal = Disposal is the process of identifying Personal Property for permanent removal from

service that is not transferred to another entity for use and sent to the Defense
Reutilization and Market Office (DRMO) for disposal.

Table 3: Personal Property Business Events. !

4.0 PERSONAL PROPERTY RESPONSIBILITIES MATRIX

The Marine Corps Installation-level Base Property Control Office (BPCO), the Installation-level
Comptroller/Resource Evaluation and Analysis (REA) function, the Installations & Logistics Department
(I&L) Garrison Property Management Section (LFS-1), the Accounting and Financial Systems Branch
(RFA), and the Defense Finance Accounting Service - Kansas City (DFAS-KC) have roles and
responsibilities for the accounting and reporting of Personal Property. Table 4, Personal Property
Responsibilities Matrix, presents the responsibilities for each organization involved in reporting Personal
Property financial data.

Organization Responsibilities

= Identify Personal Property assets.

=  Maintain Personal Property source documents.

=  Value Personal Property assets.

Base Property Control Office
(BPCO) = Determine Personal Property asset depreciation.

= Dispose of Personal Property assets.

= Report Personal Property asset values.

= Assure the validity and accuracy of Personal Property financial data

Comptroller/Resource recorded in the Defense Property Accountability System (DPAS).
Evaluation and Analysis (REA)
Function = Assure Personal Property audit trail documentation.

Table 4: Personal Property Responsibilities Matrix.

! This Personal Property SOP discusses the high-level functions of Installations/Commands that need to occur for
the financial management process of reporting Real Property portion of the General PP&E line item on the financial
statements. Refer to the Personal Property Process Flow Document for a detailed description of business events
processed at the Installation/Command level.
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Organization Responsibilities

= Provide Personal Property accounting and reporting policy.
=  Perform Program Manager (PM) responsibilities for Personal Property.
= Collect Personal Property financial data.
Installations and Logistics
Department (I&L), Garrison =  Maintain Personal Property source documentation.
Property Management Section
(LFS-1)) = Analyze Personal Property financial data.

= Reconcile Personal Property financial data.

= Record Personal Property financial data.

= Consolidate Personal Property financial data.

Accounting and Financial = Record consolidated General PP&E financial data.
Systems Branch (RFA)
=  Prepare and validate Personal Property notes to the financial statements.

= Retrieve consolidated General PP&E financial data from DCI.
Defense Finance Accounting
Service (DFAS) =  Report consolidated General PP&E financial data.

Table 4: Personal Property Responsibilities Matrix (cont).

5.0 PERSONAL PROPERTY PROCESS

The Personal Property process details the flow of information, the executed steps, and the documentation
generated to support the identification, valuation, monitoring, reporting, and validation of Personal
Property from the Installation-level to HQMC, and ultimately onto the Marine Corps Financial
Statements.

The process for reporting Personal Property financial information begins at the Installation-level. Each
Installation has a Base Property Control Office (BPCO) that is responsible for identifying and
categorizing Personal Property items. These offices are responsible for maintaining correct inventory
levels as well as retaining source documentation. The BPCO must also ascertain accurate values for
Personal Property items and determine the correct depreciation amount. Lastly, they are accountable for
applying the correct procedures in the disposing of the property and reporting Personal Property financial
data into the Defense Property Accountability System (DPAS). The Installation-level Comptroller/REA
function assures the accuracy of the Personal Property financial data transactions and also implement and
oversee Personal Property internal controls. With guidance from the I&L Facilities and Service Division,
Garrison Property Management Section (LFS-1) and the Installation-level Comptroller/REA function,
each installation prepares a Personal Property Capital Assets Report and submits it to the LFS-1. LFS-1
reviews and enters Personal Property financial data into the Data Collection Instrument (DCI). RFA
consolidates Personal Property financial data into the General PP&E line item and enters it into the DCI.
RFA is also responsible for preparing Personal Property notes to be included in the financial statements.
DFAS retrieves the General PP&E financial data from the DCI and reports it into the Defense
Departmental Reporting System - Audited Financial Statements (DDRS-AFS) to prepare the financial
statements.
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Accounting and Financial Systems Branch (RFA)

Figure 1, Personal Property Summary Process, provides a summary of the process for reporting the

Personal Property portion of the General PP&E line item on the Balance Sheet. Detailed processes within

this overall process are found in Appendix E, Process Flows.
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5.1 Base Property Control Office (BPCO)

Marine Corps Installations each have a Base Property Control Office(BPCO) that is responsible for (1)
identifying Personal Property assets, (2) maintaining Personal Property source documents, (3) valuating
Personal Property assets, (4) determining Personal Property depreciation, (5) disposing of Personal
Property assets, and (6) reporting Personal Property estimates.

5.1.1 ldentifying Personal Property Assets

Marine Corps Personal Property assets are identified based on the criteria set forth in the Section 3.0,
Concepts and Definitions. This process begins when Personal Property assets, or the components of
Personal Property to be assembled are acquired. Table 5, Identifying Personal Property, lists the steps
used by the Installations to determine this information.

Step Process Description

1 Identify Personal = Categorize assets as Personal Property if the asset meets following
Property criteria:

- Acquired at a cost equal to or greater than the DoD capitalization
threshold of $100,000

- Has a useful life of at least 2 years
- Intended for use in the ordinary course of operations, and not for sale

- Acquired with the intention of being used in an operational capacity

2 Determine Class of = Apply one of four Personal Property subcategories:
Personal Property
- General Equipment.

- Internal Use Software.

- Military Equipment.

- Other.

Table 5: Identifying Personal Property.

Every Installation has a BPCO that is responsible for identifying and categorizing Personal Property
assets. Upon acquisition of Personal Property assets, a DD Form 250 - Material Inspection and Receiving
Report (See Appendix F), must be completed and provided to the BPCO by the recipient of the asset. The
BPCO uses the information on the DD Form 250 to enter Personal Property assets into the Defense
Property Accountability System (DPAS) within 7 days of receipt. DPAS is the DoD system used to track
and report Personal Property physical information and financial data. It has the capability to update item
authorizations, catalog actions, process records, account for depreciation data, serial number tracking,
component visibility, and automated document register. DPAS helps the Marine Corps assure the timely
availability and reporting of Personal Property asset values. All Personal Property assets must be
recorded in DPAS to be reported on the Marine Corps Financial Statements.
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When Personal Property asset information is catalogued into DPAS, assets are identified by nomenclature
number, stock number, and serial number then further differentiated by manufacturer and particular
model. For example, the DPAS code for loaned or leased (LOLE) assets can be used to track assets that
have been loaned or leased to the Marine Corps for use or assets that the Marine Corps has loaned or
leased to other parties. Step-by-step instructions for data entry into DPAS can be found in the DPAS
User Manuals, available on the Marine Corps Financial Improvement Initiative (FII) Portal.”

The following figures display some of the key screens used to enter Personal Property information into
the accountability system. Figure 2, Key Data references the different types of actions performed by a
DPAS user, such as New Procurement, Transfer In, and Reversal.

ReyBata =]
2]
Tyrpie Actimm
" g Innct
= MNew Procurement i~ AMmUnison Diepr Cho
T Tramster Im i Admn Adj Bpt [AAR) Raind &
" Reverssl © Fownd om Inetallation = FOTEIAE]
AT ranty
Hey for l=sus
[ Hulk Assel
M= dact

uIC: | _| Doc Nbr: | ]
BarCcd:  Prefix ... | | I Auto Assign
Stock Mbr: | |

Rarial Mbr | ™ Multiple Entries
| oK | Clear | Bt |

Figure 2: Key Data.

2DPAS Users Manuals are available on the FII Portal at https://hgipom1.hgmc.usmc.mil/pls/htmldb/f?p=108.
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Figures 3 and 4, End Item Increase Page 1 and End Item Increase Page 2 show the screens used to
perform an end item increase and can be updated with Personal Property information such as LOLE code,
bar code, serial number, and stock number.

(= .1
e Crft L1 e
Sariadl Nhri [k Mbr
Sherk Pl Momen:
5L i o Dure I Qvy: |
HAH Mhr: | | i | Aoy Coat:] =
Fund Cafppe: | | | oM | Miir Ky | =
st CH der | ] aeepe [ B ewoe T B
BAlr Saiald Nba | Qty: ]7
AanetCEE | =| office: | -
Cpdl O | = e =
Exp Cd: | =] Smh Lect|
LoflLe G | =] cand cu:] =]
Fage 1 af Belotzd Date| HetPage |  Seve | foscel | Eaht |
Figure 3: End Item Increase Page 1.
*# End Therm Increase = |

D el i .

Lot Nbr: | Expr Dt E"mm'm
IPE Nbr: | sysid: [ Swecd: | | P m

Local Use: | Sending DODAAC: |
uin: |
Task Cd! | Oblign Do Mbr:|
Job Order MO | CotrfPO Nbr |
Accet Sis Cd: E ﬂ SPIIM: |_ CLIN: E—
Transfer Type Cd: | lsume [ schn:[
Trading Parmer Illhr:l LOA:| il
Flet File Name __ | vl
| Peir File Name .., | i
Remarks: |
Page 2 af 2 Belated Dul:ul Brev. Page I Save | Cancel | Exit |

Figure 4: End Item Increase Page 2.
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5.1.2 Maintaining Personal Property Source Documents

Personal Property source documents, which include acquisition records, standard forms,
disposal/retirement records, and other records used during the Personal Property lifecycle are maintained
by the BPCO. Personal Property source documentation must provide Installations with an audit trail for
all Personal Property financial data. Source documentation for Personal Property must have the following
characteristics:

= [dentify and classify Personal Property
* Include sufficient information indicating quantity, location and cost of Personal Property
» Identify and account for capitalized additions and improvements to Personal Property

= Provide the capability to detect theft or diversion of assets and improve the ability to determine
the cause of asset variances for corrective action

= Enable periodic, independent verification of the accuracy of accountability records through
periodic physical counts

Personal Property source documentation is maintained for the acquisition and disposal phases of the
Personal Property life cycle. Table 6, Personal Property Forms, lists the Personal Property forms, the life
cycle phase in which they are used and their purpose in facilitating the financial reporting of Personal
Property.

Personal Property Form Summary

Life Cycle Phase Form Purpose

Acquisition DD Form 1155 - Order for = Validates procurement and depreciation activation date.
Supplies or Services

Acquisition DD Form 250 - Material = Validates depreciation activation date for Personal
Inspection and Receiving Property.
Report

Acquisition Vendor Invoice = Validates acquisition costs for Personal Property.

Acquisition DD Form 1149 - Requisition | = Validates transfer of Personal Property.
and Invoice/Shipping
Document

Disposal DD Form 1348-1A - Issue = Validates disposal of Personal Property.
Release/Receipt Document

Disposal DD Form 200 - Financial » Documents the investigation of Damaged beyond repair,
Liability Investigation of lost, or destroyed Personal Property resulting from
Property Loss vandalism or abuse.

Table 6: Personal Property Forms.

Marine Corps Installations are required to conduct a physical asset count of all Personal Property at least
every three years.” Physical asset counts are required to provide a comparison of all Personal Property

* DoDFMR Volume 4, Chapter 6, Property, Plant and Equipment, Section 060107
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records to physical assets to ensure all items are correctly valued and recorded in DPAS. This inventory
also allows the BPCO to verify Personal Property information presented in source documentation. The
BPCO is responsible for performing the following tasks in conducting the physical asset count:

= Physical accounting and research.

» [ocation survey/reconciliation.

= Quality control checks.

= Asset discrepancies report initiation, research and resolution.

» Investigation and assessment of financial liability for loss, damage, and destruction of Personal
Property.

= Appropriate actions necessary to ensure that the physical property and the property accountability
record quantity are in agreement.

5.1.3 Valuating Personal Property

The BPCO determines the reported values for Personal Property assets and reports recorded cost and
deferred maintenance of Personal Property assets. The recorded cost of Personal Property assets is the
basis for computing depreciation and may be different than the acquisition cost, book value or fair market
value, since the recorded cost includes additional ancillary costs paid to bring the property to its form and
location suitable for its intended use and are identifiable and material to the value of the asset. The cost
for the deferred maintenance of Personal Property assets is reported on the financial statements, but is not
used as a part of the calculation of depreciation.

5.1.3.1 Determining the Value of Personal Property Assets

The value of Personal Property assets should be based on the method in which the asset was acquired.
One of the following valuation methods will be used to determine asset value upon acquisition or
installation: (1) Acquisition Cost, (2) Net Book Value (NBV) or (3) Fair Market Value.*

= Acquisition Cost is the original purchase, assembly or development cost, less any purchase
discounts. This valuation method is used to value personal property asset when the asset is purchased
or acquired under a capital lease.

= Net Book Value is the determined recorded cost of a Personal Property Asset, less its accumulated
depreciation. This valuation method is used when an asset is transferred or traded-in and the recorded
cost has already been established.

= Fair Market Value is an unbiased, equitable cost, based on the cost of a similar asset, or the price
that an impartial buyer would be willing to pay for the asset or a similar asset. This valuation method
is used when an asset is donated, exchanged or seized.

* DoD FMR Volume 4, Chapter 6, Property, Plant and Equipment, Section 060202.
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Table 7, Personal Property Valuation Methodology, lists the valuation methods used by Installations to
value Personal Property assets, based on how the property was acquired.

No. Valuation Method Type of Acquisition

1 | Acquisition Cost = Purchased Personal Property: Personal Property purchased from third party
(private, commercial or government) by cash, check, installment or progress
payments on contracts, or capital lease.

= Capital Lease: Personal Property acquired under a capital lease is valued at
the liability of the capital lease at its inception, plus any consideration
given.

2 | Net Book Value = Transferred Personal Property: Personal Property transferred from another
DoD Component or Federal agency is recorded as the transferring entity’s
book value less accumulated depreciation. If the receiving DoD Component
cannot reasonably ascertain those amounts, the fair market value at the time
of transfer is recorded.

=  Personal Property Acquired by Trade-In: Personal Property acquired when
trading in another Personal Property asset is equal to the sum of the book
value of the asset traded, plus any cash paid or liabilities assumed for the
new asset.

3 | Fair Market Value = Donated Personal Property: Personal Property acquired through donation,
execution of a will or judicial process, excluding forfeiture, at the time the
asset is acquired.

= Exchanged Personal Property: Personal Property acquired through
exchange between the DoD and a nonfederal entity is valued at the fair
value of the Personal Property surrendered at the time of the exchange,
subject to evaluation.’

=  Seized and Forfeited Personal Property: Personal Property acquired
through seizure or forfeiture shall be its fair market value, less any liens or
claims from a third party.

Table 7: Personal Property Valuation Methodology.

5.1.3.2 Determining the Recorded Cost of Personal Property Assets

Once the Personal Property acquisition value has been determined, using the proper valuation
methodology, the recorded cost of the Personal Property asset can be determined. The recorded cost
includes the amount(s) paid to bring the property to form and location suitable for its intended use and are
identifiable and material to the value of the asset. In addition to the amount paid to the vendor, additional
ancillary costs that are identifiable shall be included in the recorded cost. Examples of ancillary costs
include the following:

= Transportation charges to the point of initial use.
» Handling and storage costs.

= Labor and other direct or indirect production costs (for assets produced or assembled).

> DoDFMR Volume 4, Chapter 6, Section 060202(C)(4)
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= Engineering, architectural and other outside services for designs, plans, specifications, and
surveys.

» Acquisition and preparation costs of buildings and other facilities.

=  An appropriate share of the cost of the equipment and facilities used in assembly work.

= Fixed equipment and related installation costs required for activities in a building or facility.
= Legal and recording fees and damage claims.

= Fair value of facilities and equipment donated to the Department.

= Interest paid (not including late payment interest penalties).

5.1.3.3 Determining the Deferred Maintenance Cost of Personal Property Assets

Deferred Maintenance is a component of Personal Property costs that Installations must also report. In
addition to reporting the value of Personal Property assets, Installations must report material amounts of
deferred maintenance on Personal Property. Deferred maintenance is maintenance that was not
performed when it should have been (or was scheduled to be) and therefore is delayed to a future period.
Maintenance includes preventive maintenance, normal repairs, replacement of parts and structural
components and other activities needed to preserve the asset so that it continues to provide acceptable
service and achieves its expected life. Maintenance excludes activities aimed at expanding the capacity or
capability of an asset or otherwise upgrading it to serve needs different from, or significantly greater than,
those originally intended.

Deferred maintenance must be reported in the annual financial statements for Personal Property assets’.
Deferred maintenance information, if not available or not applicable, may be replaced by a brief statement

indicating that the DoD Component does not have any material deferred maintenance to report.

5.1.4 Depreciating Personal Property

The DoD’s policy requires the use of the straight-line method of depreciation for Personal Property
assets.’ In straight-line depreciation it is assumed that an asset will lose an equal amount of its value each
year of its estimated useful life. The depreciation of Personal Property assets depends upon the recorded
cost of the asset, the depreciation start date, the asset’s salvage value, and the asset’s useful life or
recovery period. The steps for arriving at the depreciation cost are (1) Determining the depreciation start
date, (2) determining the depreciable basis and (3) calculating the depreciation.

® SFFAS No. 6, Accounting for Property, Plant and Equipment and SFFAS No.14, Amendments to Deferred
Maintenance Reporting.
"DoDFMR Volume 4, Chapter 6, Property, Plant and Equipment, Section 060206.
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5.1.4.1 Determining the Depreciation Start Date

Depreciation of Personal Property assets begins when the asset is installed, available, and ready for use as
indicated by the supporting documentation. The start date of depreciation is based on either (1) the
Month Available for Service Method or (2) the Mid-Year Convention Method. These methods are
described below in Table 8, Determining the Depreciation Start Date Methods.

No. Method Description

1 Month Available for Service Method = Uses the month the asset was available for use,
regardless of whether it was actually used, as the month
used to begin the calculation of depreciation expense for
the first year.

2 | Mid-Year Convention Method =  Computes and expenses six months of depreciation in
the first and last year of an asset’s useful life, regardless
of the actual month the asset was placed in, or removed
from, service.

Table 8: Determining the Depreciation Start Date Methods.

5.1.4.2 Determining the Depreciable Basis

At the start of the depreciation period, the depreciable basis of the asset is calculated. The depreciable
basis of a Personal Property asset is the recorded cost reduced by the asset’s salvage value, if such salvage
value exceeds ten percent (10%) of the asset’s cost. If the salvage value is ten percent (10%) or less of
the asset’s cost, the salvage value is not considered material for purposes of calculating depreciation, and
therefore should not be considered when determining the depreciable basis. Once the depreciable basis
has been determined, depreciation can be calculated. Table 9, Determining the Depreciable Basis,
presents the criteria used to determine the depreciable basis.

No. Condition Depreciable Basis Calculation
1 | Salvage value > 10% of the Asset Value =  Asset Value minus Salvage Value
2 | Salvage value < 10% of the Asset Value = Asset Value

Table 9: Determining the Depreciable Basis.
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5.1.4.3 Calculating Depreciation

After the depreciable basis is determined, the useful life of the asset must be calculated. The useful life is
the length of time that a depreciable asset is expected to be used by the Marine Corps. Table 10, Personal
Property Useful Life, defines the useful life for different types of Personal Property.®

Useful Life Personal Property Assets

5 years* =  General Purpose Vehicles (Includes Heavy Duty Trucks and Buses); Automated Data
Processing (ADP) Systems and Hardware (Computers and Peripherals); High Tech Medical
Equipment; Equipment used in Research, Development, Test and Evaluation (RDT&E);
Radio and Television Broadcasting Equipment; and Software.

= Improvements to 5-Year Recovery Period Property (Personal Property).

10 years = All Other Equipment, Machinery and Software.

= Improvements to 20-Year Recovery Period Property.

20 years = Vessels, Tugs, Barges and Similar Water Transportation Equipment (Non-ME Personal
Property vessels/ships).

=  Steam (12.5K pounds per hour or more) and Electric Generation Equipment (500 Kilowatt or
more), Sewers and Other Utilities (including such items as fiber optic cable).

=  Improvements to 40-Year Recovery Period Property.

Table 10: Personal Property Useful Life.

* Note: A useful life (recovery period) of less than 5 years is permitted when the acquiring DoD Component is
certain that the useful life of an asset is at least 2 years but less than 5 years. In such circumstances, the recovery
period shall be the known useful life (2-4 years, as appropriate).

Straight-line depreciation is calculated by dividing the depreciable basis by the useful life. The resulting
figure will be the yearly depreciation for the asset, which is added to the accumulated depreciation
account for the asset every year until the end of its useful life. The accumulated depreciation account is
the contra-account for the asset on the balance sheet. As the accumulated depreciation account increases,
the asset value account decreases until the asset value is reduced to zero, at the end of its useful life.

¥ DoD FMR, Volume 4, Chapter 6, Property, Plant and Equipment, Section 060206
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Figure 5, Determine Personal Property Depreciation, illustrates the Installations Personal Property asset

depreciation process.

Determine Personal Property Depreciation

Acquire Personal Property Asset

Determine
whether the asset is
installed, available and
ready for use

v

Asset cannot be
depreciated

Calculate salvage value
of asset
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whether the asset’s
salvage value exceed 10%
of the asset cost

A

Calculate depreciable basis

;

Determine Useful Life

A

Calculate Depreciation using the
Straight-Line Method

= Depreciable basis
Useful life

Figure 5: Determine Personal Property Depreciation.
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5.1.5 Disposing of Personal Property

Once a Personal Property asset is completely depreciated it may continue to be used by the Marine Corps
in excess of its stated useful life or the asset will be traded, salvaged or disposed/retired. Assets that are
used in excess of their useful life shall be retained in DPAS, as well as the accounting records, and reflect
both recorded cost and accumulated depreciation until disposition of the asset.

Personal Property assets identified for permanent removal from service (disposal) must be removed from
DPAS. The Personal Property asset is transferred to the Defense Reutilization and Market Office
(DRMO) for disposal. The form used to document disposal will vary based on the asset condition at the
time of disposal. If a Personal Property asset is obsolete, unfit for performance, or unserviceable as a
result of normal use, form DD 1348-1A is used to document its disposal. If the asset is damaged beyond
repair, lost, or destroyed as a result of vandalism or abuse, form DD 200 is used to document the disposal.
Table 11, Disposal Forms, lists the forms and the corresponding asset conditions.

Form Asset Condition
DD 1348-1A | = Obsolete, unfit for performance, or unserviceable Personal Property Resulting from normal
use.
DD 200 =  Damaged beyond repair, lost, or destroyed Personal Property resulting from vandalism or
abuse.

Table 11: Disposal Forms.

5.1.6 Reporting Personal Property Estimates

The BPCO enters the recorded cost and all supporting information for Personal Property assets into
DPAS. The BPCO is required to send a Capital Asset Report to LFS- within fifteen days after the end of
the Fiscal Year quarter. The Capital Asset Report generated by DPAS lists each Installation's capitalized
assets and provides supporting information for each asset record, including the following:

= Nomenclature (ex., Firefighting Truck, Flatbed Truck, etc.)
= Asset Serial Number

= Effective Date (YYYYMMDD format)

= Active Date (YYMM format)

= Total Cost

=  Accumulated Depreciation

= Present Book Value
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An example of the Capital Assets Report that is sent from the Installations to the LFS-1 is provided below
in Figure 6, DPAS Capital Assets Report.

REPORT: DPTDOS1R DEFENSE PROPERTY ACCOUNTABILITY SYSTEM DATE: 20021231 TIME: 14:20 PAGE: 1
CAPITAL ASSETS REPORT

ACTBLUIC: NO0O11- DON

UIC: NO0O11- DON

ACTIVITY CD: DON  FUND CD: 99 APPNA LOT SN: 00011

QOFFICE OPR OFFICE A
DOC NER BAR STKNBR TASKCD ~ DPRTASKCD  ASSET C DPR 0BI  CPTL  ACTN  ACTV  EFF
ACCTRPTNEBR CD SERNBR JOBORD NBR DPR JOB ORDNER CD c co CLsCh CD co or )
N0001122022224 0001100042 242000X781233 (C) N41 N4 K T T 6199 1 0212 20021213
D0200212130002 012164544 NOOOT NOOO11

000112258 124508597412357
NOMEN. TOTCST:  §99,000.00 ACCUM DEPRN: 50.00
TRACTOR WHLD
AGR
PRES BK VLU 598,000.00
N0001102259000 0001100046 4210010254976 N4 K P T 6199 1 20021218
0020021218001 B256480525KL26  NOOOT

0001102
NOMEN: TRUCK TOTCST:  5225,000.00 ACCUM DEPRN: 50.00
FIRE FIGHTING
PRES BK VLU $225,000.00

Figure 6: DPAS Capital Assets Report.

5.2 Comptroller/Resource Evaluation and Analysis (REA) Function

The Installation-level Comptroller/REA function is responsible for implementing and overseeing Personal
Property internal controls. These internal controls are illustrated in the following processes: (1) assuring
the validity and accuracy of Personal Property financial data and (2) assuring proper audit trail
documentation of Personal Property financial data.

5.2.1 Assuring The Validity and Accuracy of Personal Property Financial Data

The Comptroller/REA function is responsible for assuring that the Personal Property asset values entered
into DPAS have been derived based on the guidance provided by LFS-1, Marine Corps, Navy, DoD and
Statements of Federal Financial Accounting Standards (SFFAS). The Comptroller/REA function reaches
this assurance first, by verifying the use of the appropriate valuation methodologies. Any deviation from
the stated Personal Property valuation methodology rules must be explained and properly documented.
The Comptroller/REA function then verifies that a supervisory review of Personal Property asset values
has occurred and has been properly documented.
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Table 12, Assuring the Validity and Accuracy of Personal Property Financial Data, provides a summary
of the Comptroller/REA function processes in assuring Personal Property values entered into DPAS.

No. Step Description

1 | Verify Appropriate Valuation Method =  Value Personal Property using the acquisition cost method,
net book value method, or fair market value method.

=  Document any deviation from the preferred method,
including an explanation for the deviation.

2 | Verify Supervisory Review = Review to ensure proper collecting, analyzing, reconciling,
and reporting of Personal Property.

= Review all source documents submitted with reported
Personal Property balances.

=  Document the review in writing, with the supervisor’s
written agreement that the source documents provided
support the reported Personal Property balances.

Table 12: Assuring the Validity and Accuracy of Personal Property Financial Data.

5.2.2 Assuring Personal Property Audit Trail Documentation

The Comptroller/REA function assures the proper documentation of the Personal Property audit trail.
The retention of the proper source documentation ensures that Personal Property asset values can be
traced back to the transaction level. Table 13, Assuring Personal Property Audit Trail Documentation,
provides an overview of the process.

No. Step Description

1 | Verify Proper Documentation Collected = Collect documentation to support reported Personal
Property balances.

- Appropriate source documents could include
Command level Personal Property asset reports

or general ledger transaction reports.

=  File source documents with reported balances.

2 | Verify Audit Trail is Established = Verify that the reported Personal Property balances
should be traceable back to the transaction level
through source documentation.

Table 13: Assuring Personal Property Audit Trail Documentation.
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5.3 Garrison Property Management Section (LFS-1)

The Garrison Property Management Section (LFS-1) of the Installations and Logistics Department (I&L)
acts as the Program Manager (PM) for Marine Corps Personal Property at the Headquarters level. LFS-1
is responsible for (1) providing Personal Property accounting and reporting policy, (2) performing PM
responsibilities for Personal Property, (3) collecting Personal Property financial data, (4) maintaining
Personal Property source documentation, (5) analyzing Personal Property financial data in DPAS

(6) reconciling Personal Property financial data and (7) recording Personal Property financial data into the
DCI.

5.3.1 Providing Personal Property Accounting and Reporting Policy

LFS-1 is responsible for providing policy and guidance to property managers at the Installation-level for
the proper accounting for and reporting of Personal Property financial data. LFS-1 provides this by
ensuring that updated MCOs, SECNAYV Instructions, DoD Directives and other authoritative guidance
related to Personal Property are followed by Installations. LFS-1 also provides assistance to the
Installations on relating Personal Property transactions to standard general ledger accounts and the
financial statement impact of those transactions.

LFS-1 also provides Personal Property management training to the Installations. LFS-1 develops
functional user training for processing Personal Property transactions. Training materials and topics are
developed based on feedback provided by the Installation property managers.

5.3.2 Performing Program Manager (PM) Responsibilities for Personal Property Financial
Management Systems

LFS-1 is responsible for the overall program management of Personal Property for the Marine Corps.
LFS-1 monitors and oversees Installation-level management of Personal Property. LFS-1 provides policy
and guidance to property managers at the Installation-level. LFS-1 also analyzes and reconciles reported
Personal Property financial data before recording the data into the DCI.

LFS-1 ensures the proper input of Personal Property data into DPAS by granting DPAS access only after
the potential end-user has completed the required training. The DPAS trainee forwards a SAAR 2875
form to LFS-1, signaling that they have completed their training. LFS-1 then authorizes the end-user’s
access and forwards the SAAR 2875 to the DPAS administrator for user processing.

5.3.3 Collecting Personal Property Financial Data

The LFS-1 collects quarterly Personal Property financial data from Installations via the Capital Assets
Report. LFS-1 consolidates the Personal Property financial data from the Capital Assets Reports into the
Roll Forward Report. The Roll Forward Report is an MS Excel spreadsheet that shows the combined
values of all Marine Corps Personal Property assets and depreciation reported by the Installations on the
Capital Assets Reports. The report shows the beginning balance of gross asset values and depreciation,
all of the reporting period’s adjustments to those balances, and the ending balance. The Roll Forward
Report provides LFS-1 with a summary view of the financial data received from the Installations in the
Capital Assets Reports. Figure 7, Roll Forward Report, on the following page, provides an example of
the Roll Forward Report created by LFS-1.
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5.3.4 Maintaining Personal Property Source Documentation

LFS-1 maintains high-level source documentation for Personal Property asset acquisition and disposal for
their reconciliation of Personal Property balances. The BPCO forwards the DD-250, Material Inspection
and Receiving Report to LFS-1 when Personal Property is acquired by the Installation. This form
documents property being added to the Installations inventory and serves as supplementary source
documentation for depreciation. The DD-1348-1A, Issue Release/Receipt Document is forwarded to
LFS-1 when Personal Property is disposed of by the Installation. These two forms are the only source
documents requested by LFS-1 from Installations. Table 14, Personal Property Acquisition and Disposal
Source Documentation, presents the forms used to document the acquisition and disposal of Personal
Property.

No. Source Document Description
1 DD-250, Material = LFS-1 retains this form to use when reconciling Personal Property
Inspection and acquisitions with the balances recorded in DPAS.
Receiving Report

=  This report serves as supplemental depreciation source documentation.

2 DD-1348-1A, Issue = LFS-1 retains this form to use when reconciling Personal Property
Release/Receipt disposals with the balances recorded in DPAS.
Document

Table 14: Personal Property Acquisition and Disposal Source Documentation.

5.3.5 Analyzing Personal Property

LFS-1 uses the quarterly Capital Assets Reports to analyze Personal Property financial data for any
variances in the Installation recording of information into DPAS. The financial data in the Capital Assets
Report is compared with three Personal Property reports generated by DPAS: The CFO Report, the
Depreciation Report and the Capital Trial Balance Report. Each of these reports focuses on a different
aspect of Personal Property financial reporting. The CFO Report is used to analyze the gross asset values
transferred into and out of the Marine Corps for the reporting period. LFS-1 uses the Depreciation Report
to analyze the depreciation of Personal Property at Installations for the reporting period. The Capital
Asset Trial Balance Report is used by LFS-1 to analyze Marine Corps Personal Property as it is presented
on the general ledger. They are all compared with the Capital Assets Report to ensure consistent
reporting of Personal Property balances by the Installations. Table 15, DPAS Personal Property Reports,
describes the various reports used by LFS-1 to analyze Personal Property financial data reported by
Installations.

Report Description

CFO Report =  Presents the gross asset values transferred into and out of
the Marine Corps for the reporting period.

Depreciation Report = Presents the depreciation of Personal Property for the
reporting period.
Capital Asset Trial Balance Report = Presents Marine Corps Personal Property financial data

broken out by General Ledger account.

Table 15: DPAS Personal Property Reports.
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Differences in Personal Property reported balances are investigated by LFS-1. Installations are contacted
and requested to provide a documented explanation for the reporting variance. The Installation may be
required to resubmit a Capital Assets Report. Explanations of reporting variances and updates to the
Capital Assets Reports and Roll Forward Report are documented by LFS-1. Table 16, Analyzing
Personal Property Financial Data, shown below provides a detailed description of the process.

Step Process Description

1 Review Capital Assets = Verify current period balances against previous period’s report.
Reports
=  Review variance explanations provided by Installations.

2 Follow-up with Capital | = Review further explanations returned from POCs via telephone and e-
Assets Report mail.

3 Receive Installation =  File e-mail explanations electronically with the updated Roll Forward
POC Responses Report for future reference.

= File the original version of a Capital Assets Report if it is resubmitted in
an electronic format.

- Prior versions of a resubmitted report should document the reason
for the rejection and the corrective action requested.

Table 16: Analyzing Personal Property Financial Data.
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Figure 8, Analyze Personal Property Financial Data, provides a graphical depiction of the LFS-1 process
for analyzing Personal Property financial data.

Analyze Personal Property Financial Data

Start

4

Provide an explanation for
variance
from last quarter

Determine whether
prior quarter ending balance agree
to current quarter beginning

balance

Yes |«

Provide an explanation and
documentation
for variance

No explanation
Required

Reconcile Personal
Property data

Y
End Process

Figure 8: Analyze Personal Property Financial Data.

5.3.6 Reconciling Personal Property Financial Data

Once the Capital Assets Reports are analyzed by the LFS-1 for consistent balance reporting, the inventory
balances can be reconciled by the LFS-1. The Defense Finance and Accounting Service (DFAS) Guide to
Federal Requirements for Financial Management Systems (Chapter 14, “Audit Trails and System
Controls”) states:

“All transactions, including computer-generated computations, must be traceable to individual
source records. Adequate audit trails allow tracing from source documents of financial events to
general ledger account balances through successive levels of summarization of financial
reports/statements.”

Personal Property balances reported by the Installations must be supported with source documents.
Reconciling Capital Assets Report balances with source documentation provides a solid foundation for
the resulting Financial Statement Personal Property entry and accompanying notes to financial statements.
Personal Property source documentation should provide enough information to support the balance
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reported on the Capital Assets Report. The LFS-1 performs their reconciliation by (1) reconciling
Personal Property financial data with source documentation and (2) reconciling the Quality and
Assurance (Q&A) Report.

5.3.6.1 Reconciling Personal Property Financial Data With Source Documentation

LFS-1 reconciles Personal Property financial data, on a monthly basis, by comparing the Capital Assets
Reports with the acquisition and disposal source documentation provided by the Installations. LFS-1
reviews this documentation for explanation of the accounting method that was used and to ensure that the
source documentation supports the balance reported on the Capital Assets Report. If there are any
discrepancies between the data presented in the Capital Assets Report and the source documentation, the
Installation is contacted for an explanation. The Installation may have to submit a corrected Capital
Assets Report to LFS-1 or provide the proper source documentation to support their Capital Assets
Report. Table 17, Reconciling Personal Property Inventory, shown below, describes the source
documentation used during the reconciliation process.

No. Step Description
1 | Review Accounting = Include a brief explanation of the accounting method used in the source
Method Applied documentation.

= Explain any deviation from the accepted acquisition, valuation or
depreciation method in as much detail as possible.

2 | Review Source = Provide enough information in the source documents to support the
Documentation balance reported on the Capital Assets Report.

- Examples of appropriate source documentation include contracts,
invoices, acquisition documents, and production contracts.

Tablel7: Reconciling Personal Property Inventory.

5.3.6.2 Reconciling the O&A Reports

After Personal Property financial data is reconciled, a supervisor should review the Personal Property
support files for proper reconciliation, proper documentation, and potential open issues. This is necessary
to validate the analysis and reconciliation process before any reporting occurs. Before final approval, all
open issues should be resolved or documented electronically with the reason for the open issue and the
expected closing date. Once supervisory approval is obtained, Personal Property entries can be recorded
into the DCI.

LFS-1 creates the Quality and Assurance (Q&A) Report on a monthly basis. The Q&A Report is a DPAS
performance metrics report that indicates the frequency of data entry errors. The Q&A Report is used by
LFS-1 to measure the reliability of Personal Property data that is entered into DPAS. Errors that appear
in the Q&A Report are addressed by LFS-1 to the Installations directly or in future training provided to
the Installations.
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Figure 9, Reconcile Personal Property Inventory, provides a graphical depiction of the LFS-1 process.
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Figure 9: Reconcile Personal Property Inventory.
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5.3.6 Recording Personal Property Financial Data

After reconciling the Personal Property information from DPAS, LFS-1 records Personal Property
financial data into the DCI at the end of each Fiscal Year quarter. The DCI stores the Personal Property
financial data, for retrieval by RFA, to be included onto the financial statements. Table 18, Reporting
Personal Property, details the required steps for reporting Personal Property financial data through the

DCIL.
Step Activity

1 =  Log into DCI using the appropriate logon and password.

2 = Locate the Personal Property form by clicking on the “Form” drop down menu, and selecting
“Personal Property”.

3 = Locate the entry section for personal property inventory by scrolling down the Personal
Property form.

4 =  The “Beginning Balance” account is automatically generated and cannot be changed.

5 = Locate the “Acquisitions” account and enter the dollar amount of the activity for the period. If
the account has no dollar activity for the period, enter zero.

6 = Locate the “Transfers In” account and enter the dollar amount of the activity for the period. If
the account has no dollar activity for the period, enter zero.

7 = Locate the “Sales” account and enter the dollar amount of the activity for the period. If the
account has no dollar activity for the period, enter zero.

8 = Locate the “Disposals” account and enter the dollar amount of the activity for the period. If the
account has no dollar activity for the period, enter zero.

9 = Locate the “Transfers Out” account and enter the dollar amount of the activity for the period. If
the account has no dollar activity for the period, enter zero.

10 = Locate the “Revaluation” account and enter the dollar amount of the activity for the period. If
the account has no dollar activity for the period, enter zero.

11 = Locate the “Prior Period Adjustments” account and enter the dollar amount of the activity for
the period. If the account has no dollar activity for the period, enter zero.

12 = Locate the entry section for personal property depreciation by scrolling down the Personal
Property form.

13 =  The “Beginning Balance - Depreciation” account is automatically generated and cannot be
changed.

14 = Locate the “Current Period Depreciation Expense” account and enter the dollar amount of the
activity for the period. If the account has no dollar activity for the period, enter zero.

15 = Locate the “Reductions to Accumulated Depreciation” account and enter the dollar amount of
the activity for the period. If the account has no dollar activity for the period, enter zero.

Table 18: Recording Personal Property.
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16 =  Locate the “Revaluation - Depreciation” account and enter the dollar amount of the activity
for the period. If the account has no dollar activity for the period, enter zero.

17 =  Locate the “Prior Period Adjustments - Depreciation” account and enter the dollar amount of
the activity for the period. If the account has no dollar activity for the period, enter zero.

= Based on the dollar amounts entered into the “Acquisitions”, “Transfers In”, “Sales”,

18 “Disposals”, “Transfers Out”, “Revaluation”, “Prior Period Adjustments”, “Current Period
Depreciation Expense”, “Reductions to Accumulated Depreciation”, “Revaluation -
Depreciation”, and Prior Period Adjustments - Depreciation” accounts, the Personal Property
form will compute the actual ending balance for the period being reported.

19 =  Forward submitted data to Command Administrator for review by clicking the “Send to
Command Admin” button on form.

Table 18: Recording Personal Property (cont).

Figure 10, DCI Screenshot, shown below, provides a screen capture of the DCI screen.

t Imternet Explorer prowvided by

17851531 27

0.00

178615311 27
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1260563347 074,300,639 338243037

0.00 1] (it}

126085593 47 0745, 300 &3 338243037

Figure 10: DCI Screenshot.
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5.4 Accounting and Financial Systems Branch (RFA)
The Accounting and Financial Systems Branch (RFA) is responsible for (1) Consolidating Personal
Property financial data with General PP&E financial data, (2) recording consolidated General PP&E

financial data into the DCI and (3) preparing the Personal Property notes to financial statement .

5.4.1 Consolidating Personal Property Financial Data

The RFA incorporates Personal Property financial data with the financial data for the entire General
PP&E financial statement line item on a quarterly basis. This consolidation is done in an Excel
spreadsheet.

5.4.2 Recording General PP&E Financial Data

The RFA records the Personal Property financial data into the DCI to be consolidated with the balances
for the General PP&E line item. Posting the information into the DCI makes it available to be extracted
by DFAS for inclusion on the financial statements Table 19, Recording Personal Property portion of
General PP&E, details the steps for recording consolidated Personal Property financial data into the DCI.

Step Activity
1 = Select “Personal Property DPAS”.
2 = Select Form Function = “See user form”.
3 = Select Command = “CMC”.
4 = Select Reporting Period = current period.
5 = Enter a DCI Username and Password.
6 = Torecord an increase in Equipment (Personal Property)

- Debit Account 1750: Equipment
- Credit Account 7190: Other Gains

7 =  Torecord an decrease in Equipment (Personal Property)
- Debit Account 7190: Other Gains
- Credit Account 1750: Equipment

8 =  To record an increase in Depreciation for Equipment (Personal Property)
- Debit Account 1759: Accumulated Depreciation on Equipment
- Credit Account 6710: Depreciation, Amortization, Depletion

9 = Torecord an increase in Depreciation for Equipment (Personal Property)
- Debit Account 6710: Depreciation, Amortization, Depletion
- Credit Account 1759: Accumulated Depreciation on Equipment

Table 19: Recording Personal Property portion of General PP&E.
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5.4.3 Preparing and Validating Personal Property Notes to the Financial Statements

As part of the process of recording Personal Property financial data, the RFA assists in preparing the
notes to the financial statements for General PP&E. The DoDFMR Vol. 6B, Chapter 10, Notes to the
Financial Statements, require certain disclosures to be issued in notes to the principal financial
statements. These notes are included with the objective of making the financial statements more
informative to the users. After RFA prepares notes to the financial statements, the note is forwarded to
the Defense Finance Accounting Service - Kansas City (DFAS-KC) for incorporation into the financial
statements.

The notes to the financial statements should be prepared in narrative form and should provide a detailed
description of the balances, including depreciation information and the valuation method. Table 20,
Financial Statement Note Requirements, summarizes the types of information that must be presented in
the footnote.

Note Information Description
Depreciation/Amortization Method = Straight line depreciation is the DoD required method
Service Life = 5 years, 20 years, etc.

Acquisition Value =  Amount supported by source documentation
Accumulated =  Amount supported by source documentation
Depreciation/Amortization Amount

Net Book Value =  Amount supported by source documentation

Table 20: Financial Statement Note Requirements.

The note for General PP&E is Note 10, General Property, Plant and Equipment (PP&E), Net.” 1t
contains financial information for both Real and Personal Property. Table 21, Note 10 Classes and
Subcategories, shown below provides a description of the General PP&E classes and subcategories
presented in the note.

Note 10 Class Note 10 Subcategory

Personal Property =  General Equipment
= Internal Use Software
=  Military Equipment

= Other

Table 21: Note 10 Classes and Subcategories.

’ DoD FMR 6B Chapter 10, Notes to the Financial Statements.
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Real Property = Land

=  Buildings, Structures and Facilities
= Leasehold Improvements

= Assets Under Capital Lease

= Construction In Progress

Table 21: Note 10 Classes and Subcategories (cont).

Figure 11, Note 10 - General Format, shown below provides an example of the format of Note 10.

MoTe 10. GeneraL PP&E, NeT

AT 8 BhOURETEE)

I Wy Bxmat O s
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E. Cansral Byuig st EL dirm 2 e T {0 A 17,748 11 255, 40
F. Wy Expul prrst EL ks 7 180,00 {24 T ) 194,030,000 i
G M b U s Conpa ] L 11 L et ety v ¥ ] F.i P ]
H i el red e Progra s [ [ A BT, T [ AAUT, TG A A5 A
L e iq iq U] U]
A Tolnl G rvaral PPAE B ewasien § Cmesomn b i) § s sar e
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2. Other Information Ralated to Ganeral PPAE, Mat:

Fluctuaflon andior &bmonmalltles

Bulding Struciures, and Facilifiss,

The DON repared a decregss of 58,153,949 thowsand, 29 parcant, In the net book value of bull@ngs,
simechures, and faciiiss In FY 2004 when compared with FY 2005, The reason for the derease in net book
value I an ncrease in accumulated depreciatian. Whlke testing and changing the guery methooalagy for the
deprediation module In Imermet Maval Facliy Assst Database Store (MFADS), It was discovered that ihe
mathodalogy was not recognizing the deprediation of capltallzed Improvemants for those buldings, siructures,
and faclities wihose Inldal cost wias Tully depredated The cost of the capitalzed Improvements was In the
reparizd book valug of the DON real propery and was capbured by the INFADS query. Since the DOM Inifiated
the CILSD{C) polley of separabely ienifying and epreciating caphalized Improvaments In FY 1929, he
depreciation 'or the capliEllzed Improvemants records was nof capturad In the query methodology. The
cormzchon was made during 1sf Quarsr FY 2004, The revisad guery methadoiogy now recogrizes ihe
depreciation expense for those Tully deprediated puldings, structures, and fadities thal have caplislized
Improvements associaizd win them. Tharsfore, this change to the gueny methodology resulted In an increase
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decrease In the BulEng, Struciures, and Faclltes.

Figure 11: Note 10 - General Format.
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RFA’s preparation of the General PP&E note to the financial statements serves as its validation of the
General PP&E financial data that has been prepared. The information presented in the note indicates that
the financial data presented in the financial statement is accurate and supported by the appropriate source
documentation.

5.5 Defense Finance Accounting Service - Kansas City (DFAS-KC)

The Defense Finance Accounting Service - Kansas City (DFAS-KC) is responsible for reporting Marine
Corps financial data in the general ledger accounts. In relation to Personal Property, DFAS-KC is
responsible for (1) retrieving General PP&E financial data from DCI and (2) reporting General PP&E
financial data for preparation of the financial statements line item.

5.5.1 Retrieving General PP&E Financial Data

DFAS-KC retrieves General PP&E financial data from the DCI for financial statement preparation. This
financial data is combined with the Personal Property notes to the financial statements received from
RFA.

5.5.2 Reporting General PP&E Financial Data

DFAS-KC reports the Personal Property portion of the General PP&E financial statement line item on the
Marine Corps Balance Sheet. General PP&E financial data retrieved from the DCI is entered into the
Defense Departmental Reporting System - Audited Financial Statements (DDRS-AFS) for preparation of
the Marine Corps Financial Statements.

6.0 CONCLUSION

The process of reporting of Personal Property on the Marine Corps Financial Statements begins at the
Installations with the BPCO performing the valuation and depreciation of Personal Property, the entry of
Personal Property data into DPAS, physical count checks, and the maintenance of source documentation.
The Comptroller/REA function assures the accuracy of the Personal Property financial data produced by
the BPCO. LFS-1 analyzes, reconciles and records the Personal Property financial information from the
Installations into the DCI. RFA consolidates Personal Property financial data into the General PP&E line
item, enters it into the DCI, and validates the information with the preparation of the General PP&E notes
to the financial statement. DFAS retrieves the General PP&E financial data from the DCI and reports it
into the DDRS-AFS for preparation of the Marine Corps Financial Statements.

e 1F_SOP 32 Draft



Accounting and Financial Systems Branch (RFA)

Personal Property SOP

APPENDIX A - DEFINITIONS

period of time in return for rent or other compensation.

Term Definition Initial Reference
Acquisition The amount, net of both trade and cash discounts, paid for the Section 3,
Cost (Value) property, plus the transportation costs. Concepts &
Definitions
Assets Under The capitalized value of assets leased under terms that are Section 5,
Capital Lease | essentially equivalent to an installment purchase. Personal
Property Process
Book Value The recorded cost of an asset less its accumulated depreciation. | Section 5,
Personal
Property Process
Capital Lease | The use of an asset or part of an asset (such as part of a building) | Section 5,
from one entity, the lessor, to another, the lessee, for a specified | Personal

Property Process

lifetime.

Depreciable The recorded cost reduced by the asset’s salvage value. Section 5,

Basis Personal
Property Process

Depreciation An expense recorded to reduce the value of an asset over its Section 4,

Responsibilities
Matrix

constructed with the intention of being used or being available
for use by the entity, and (4) have an initial acquisition cost,
book value or, when applicable, an estimated fair market value
that equals, or exceeds, the DoD capitalization threshold of
$100,000.

Fair Market An unbiased, equitable or just value based on the cost of a Section 5,
Value similar asset or the price that an impartial buyer would be Personal
willing to pay for the asset or a similar asset. Property Process
General Tangible assets that meet the following criteria: (1) have an Section 3,
PP&E estimated useful life of two years or more, (2) are not intended Concepts &
for sale in the ordinary course of operations, (3) are acquired or | Definitions

‘ 1F_SOP
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Term Definition Initial Reference
Internal Use Software that is: (1) purchased from commercial off-the-shelf Section 3,
Software (COTS) vendors or ready for use with little or no changes, Concepts &

(2) internally developed software that is developed by Definitions
employees of the DoD, including new software and existing or
purchased software that is modified with or without a
contractor’s assistance, or (3) contractor-developed software that
the DoD paid a contractor to design, program, install, and
implement, including new software and the modification of
existing or purchased software. Includes application and
operating system programs, procedures, rules, and any
associated documentation pertaining to the operation of a
computer system or program that is owned for operational or
other internal use.
Land The solid part of the surface of the earth. Excluded from the Section 5,
definition are natural resources (e.g., depletable resources, such | Personal
as mineral deposits and petroleum, renewable resources such as | Property Process
timber and the outer-continental shelf resources).
Leasehold The capitalized value of improvements made to leased property, | Section 5,
Improvements | as well as easements and right-of-way. Personal
Property Process
Mid-Year A method of commencing depreciation where six months of Section 5,
Convention depreciation is computed and expensed in the first and last year | Personal
Method of an asset’s useful life, regardless of the actual month the asset | Property Process
was placed in, or removed from, service.
Military The PP&E components of weapons systems and support PP&E | Section 3,
Equipment used by Military Departments in the performance of military Concepts &
missions and vessels held in a preservation status by the Definitions
Maritime Administration’s National Defense Reserve Fleet.
Month A method of commencing depreciation where the month the Section 5,
Available for | asset was available for use, regardless of whether it was actually | Personal
Service used, is the month used to commence the calculation of Property Process
Method depreciation expense for the first year.
Net Book The net value of an asset. Equal to its original cost (its book Section 5,
Value value) minus depreciation and amortization. Personal
Property Process
Personal Tangible equipment items of a durable nature and used by the Section 5,
Property DoD in providing goods and services. Personal
(Equipment) Property Process
Property, Assets that consist of (1) General PP&E, (2) Heritage Assets, Section 1,
Plant and and (3) Stewardship Land. Introduction
Equipment
(PP&E)
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Term Definition Initial Reference

Real Property | Fixed assets that are comprised of land and the rights to land; Section 3,
buildings to include capitalized additions, alterations, Concepts &
improvements, and rehabilitations; and other structures and Definitions
facilities. Real property does not include personal property
(weapons systems and other military equipment).

Recorded Cost | The recorded cost or value shall include the amount(s) paid to Section 5,
bring the property to its form and location suitable for its Personal

intended use and are identifiable and material to the value of the
asset. In addition to the amount paid to the vendor, additional
ancillary costs that are identifiable shall be included in the
recorded cost.

Property Process

Salvage
(Residual)
Value

The estimated value remaining at the end of a capital asset’s
useful life. Or, the dollar value expected to be recovered from
the asset’s disposal when it is removed from service. (Also
referred to as “Salvage Value” or “Scrap Value.”).

Section 5,
Personal
Property Process

Straight Line
Depreciation

A depreciation method that spreads the cost or other basis of an
asset evenly over its useful life. The annual depreciation
expense is calculated by subtracting the salvage value of the
asset from the purchase price, and then dividing this number by
the estimated useful life of the asset.

Section 5,
Personal
Property Process

Useful
(Service)
Life/Recovery
Period

The length of time that a depreciable asset is expected to be
useable. For purposes of computing depreciation on DoD
Personal Property assets, specific recovery periods are
prescribed.

Section 5,
Personal
Property Process
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APPENDIX B - GLOSSARY OF ACRONYMS

Acronym Acronym Expansion
COTS Commercial “Off-the-Shelf”
DCI Data Collection Instrument
DDRS-AFS Defense Departmental Reporting System - Audited Financial Statements
DFAS-KC Defense Finance and Accounting Service - Kansas City
DPAS Defense Property Accountability System
DoD Department of Defense
DoDFMR Department of Defense Financial Management Regulation
DoN Department of the Navy
HQMC Headquarters, Marine Corps
&L Installations and Logistics Department
LFS-1 Garrison Property Management Section
MCO Marine Corps Order
NBV Net Book Value
POC Point of Contact
PP&E Property, Plant and Equipment
REA Resource Evaluation and Analysis
RFA Accounting and Financial Systems Branch
SFFAS Statement of Federal Financial Accounting Standards
SOpP Standard Operating Procedures
USMC United States Marine Corps
USSGLA United States Standard General Ledger Account

o 1F_SOP
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APPENDIX C - POINTS OF CONTACT

Reporting Area

Points of Contact

I&L (LFS-1)

Charlie Smith (GS13)
DSN: 225-6965

Tel:  (703) 695-6965
smithcf@hgme.usme.mil

RFA

Flora Temple (GS9)
DSN: 224-2252

Tel:  (703) 695-2252
templefv@hgmc.usme.mil

DFAS-KC

Martha Holland

DSN: 465-3239

Tel:  (816) 926-3239
martha.holland@dfas.mil
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APPENDIX D - RESOURCES

Appendix D presents the resources used to create the Personal Property SOP. These resources can be
accessed on the RFA FII Portal at: https://hgipom1.hgmc.usme.mil/pls/htmldb/f?p=108.

(1)

2)

)

4)

)

(6)

(7

®)
)

Statement of Federal Financial Accounting Standards (SFFAS) No. 6, Accounting for Property,
Plant and Equipment

Statement of Federal Financial Accounting Standards (SFFAS) Number 14, Amendments to
Deferred Maintenance Reporting

Statement of Federal Financial Accounting Standards (SFFAS) Number 23, Eliminating the
Category National Defense Property, Plant and Equipment

Department of Defense, Financial Management Regulation (DoDFMR) Volume 4, Chapter 6 —
Property, Plant and Equipment

Department of Defense, Financial Management Regulation (DoDFMR) Volume 6B, Chapter 10 -
Notes to the Financial Statements

Department of Defense (DoD) Instruction 5000.64, Defense Property Accountability, August
2002

Secretary of the Navy (SECNAYV) Instruction 7320.10A, Department of the Navy (DoN) Personal
Property Policies and Procedures, April 2004

Marine Corps Order (MCO) P10150.1, Garrison Property Policy Manual, May 1992

Defense Finance and Accounting Service (DFAS) Guide 7900.4G, A Guide to Federal
Requirements for Financial Management Systems (FFMSR), November 2004

(10) Defense Property Accountability System (DPAS) Basic Users Manual

(11) Defense Property Accountability System (DPAS) Basic Plus Users Manual
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APPENDIX E - PROCESS FLOWS

Appendix E, lists the detailed process flows that are followed in the Personal Property reporting
process. The Scarlet and Gold box in the upper right hand corner of each process flow indicates
which Marine Corps organization (BPCO or LFS-1) completes this process. Each of the process
flows is presented on the following pages.

No. Process Flow
BPCO-1 Determine Personal Property Depreciation

LFS-1-1 Analyze Personal Property Financial Data

LFS-1-2 Reconcile Personal Property Financial Data
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Base Property Control

Office (BPCO)

BPCO-1. Determine Personal Property Depreciation

Determine Personal Property Depreciation

Acquire Personal Property Asset

Determine
whether the asset is
installed, available and
ready for use

Asset cannot be
depreciated

v

Calculate salvage value
of asset

Determine
whether the asset’s
salvage value exceed 10%
of the asset cost

A

Calculate depreciable basis

!

Determine Useful Life <

A

Calculate Depreciation using the
Straight-Line Method

= Depreciable basis
Useful life
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Section (LFS-1)

LFS-1-1. Analyze Personal Property Financial Data

Garrison Property Management

Yes |«

No explanation
Required

Analyze Personal Property Financial Data

Start

A

Provide an explanation for
variance
from last quarter

prior quarter ending balance agree
to current quarter beginning

Determine whether

balance

Reconcile Personal

Provide an explanation and
documentation
for variance

Property data

A
End Process
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Garrison Property Management

Section (LFS-1)

LFS-1-2. Reconcile Personal Property Inventory

Reconcile Personal Property Inventory

Source documents
provided by POCs

Determine whether
Yes/< supporting documents match

Capital Assets Report
balance

Discuss Errors
‘ via e-mail

i : v
i Installations update and
© resubmit Capital Assets |
Report through DPAS

A

Review Capital Assets Report

Supervisor Review

File electronic copies of
rejection, explanation, and
resubmission

A

Supervisor Review

A

Record Personal Property Data

A
End Process

.
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APPENDIX F - FORMS

Appendix F, lists the standard forms used within the processes of accounting for Personal Property. The

forms are also presented in this section. These forms can be accessed on the RFA FII Portal at:

https://hgipom1.hgmc.usmc.mil/pls/htmldb/f?p=108.

Personal Property Forms

No. Name
DD Form 1155 Order for Supplies or Services
DD Form 250 Materials and Receiving Report
DD Form 1149 Requisition and Invoice/Shipping Document

DD Form 1348-1A

Issue Release/Receipt Document

DD Form 200

Financial Liability Investigation of Property Loss
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Accounting and Financial Systems Branch (RFA) Personal Property SOP

FINANCIAL LIABILITY INVESTIGATION OF PROPERTY LOSS

PRIVACY ACT STATEMENT

AUTHORITY: 10 USC 2776; Dol Directive 7200.11; EO 2287, AOUTIME WSE{S]): Mone.
PRIMNCIPAL PURPOSE(S]: To officialty report the facts and DISCLOSURE: “alurtary; howewer, refusal to explan tha
ciFoumstanoes supporting the assessment of financial charges far circumstanoes under which the property was bost, damaged, o
the loss, damage, or destruction of Dol oontrolled property. The destroyed may be oonsidered with other factors in determining if
purpose of saliciting the SEM s far positive identifiaation. an individual will be Rield financially liabe.

1. DATE INITIATED (¥ sl 2. INQUNRY/INVESTIGATION NUMBER 3. DATE LOSE DISCOVERED

FFFY YD)
4. NATIONAL STOCK NO. | 6. ITEM DESCRIPTION 6. QUANTITY 7. UNIT COST B. TOTAL COST
[LELN]
8. CIRCURSTANCES UNDER WHICH PROPERTY WAS (¥ soo) LOST DAMMGED DESTROYED

A rrach addivonal pages as necessary)

0. ACTIONS TAKEN 10 CORREGT CIHCUMSTANCES REPORTED IN BLOGK 8 AND PREVENT FUTURE DCCURRENGES (A rtech aohanal
pages a5 recesseng

. MDIVIDUAL COMPLETING BLOCKS 1 THROUGH 10

. ORGANIZATIONAL ADDRESS (Linet Dasignation, | k. TYPED NAME flssr, Firsr, Midale fitad o. DSH NUMBER
Office Symbo!, Hase, Srade/ Cowniry, Zp Codel

1]

d. SEMATURE e. DATE SIGMED
12, K enal | | RESPONSIBLE OFFICER [PROPERTY RECORD ITEMS) | | REVIEWING AUTHORITY (SUPPLY SYSTEM STOCKS)
a. MEGLIGENCE OR k. COMMENTS/RECOMMENDATIONS

ABUSE EVIDEMT!
SUSPECTED (¥ anml

YES | I MO

o. ORGAMNIZATIONAL ADDRESS (Lt Desigretion, | d. TYPED MAME flssr, Firsr, Middhe fitad e, DSH NUMBER
Dffice Spmbol Base, State/Couniry, Sp Codel

f. SIGKATURE g. DATE SIGMED
13, APPOINTING AUTHCRITY
a. AECOMMENDATION k. COMMENTS/RATIONALE e. FINAMCIAL LIABILITY
i onel OFFICER APPOINTED

APEROVE S
CHSAPPROVE VES I MO
d. ORGEANIZATIONAL ADDRESS Uit Designation, | e TYPED NAME flast, Firsr, Miodle fnirsl f. DSN MUMBER
Office Spmbol Base, State/Couniry, Do Coadel

g SHGMATURE h. DATE SIGMED

14. APPROVING AUTHORITY
a. RECORMMEMNDATION b, CORMMENTS/RATIOMNALE o. LEGAL REWIEW
e COMPLETED IF

APPREVE AEQUIRED (X ansl
DISAPPROVE [ ves[" Jno[” Jwa
d. ORGEANIZATIONAL ADDRESS Uit Designation, | e TYPED NAME flast, Firsr, Miodls fnirisl f. DSN MUMBER
Office Spmbol Base, State/Couniry, Do Coadel

g SIEMATURE h. DATE SIGMED
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Accounting and Financial Systems Branch (RFA) Personal Property SOP

16. FINAMNCIAL LIABILITY OFFICER
a. FINDIMNGS AND RECOMMENDATIONS (Aitach agditional peges as necassary)

k. DOLLAR AMOUNT OF LOSS o. MONTHLY BASIC PAY d. RECOMMENDED FINAMCIAL LIABILITY
o ORGAMIZATIONAL ADDRESS (Ut Desigrarian, | . TYPED NAME (Lasr, Srsf, Slaiile St g. DSM WURBER
Office Spmbod, Bass, Srate/Cownrtry, Sp Codl
h. DATE REPORT SUBMITTED TO APPOINTING i. DATE APPOINTED
AUTHORITY /v visasino) VYR
i SIGNATURE k. DATE SIGHED

16. INDIVIDUAL CHARGED

3. | HAVE EXAMINED THE FINDINGS AND RECOMMENDATIONS OF THE FINANCIAL LIARILITY OFFICER AND ¢ onel
Submit the attached statement of abjection. I_I Do not intend to make such a statement.

b | Ha'WE BEEM INFORMED OF MY RIGHT TO LEGAL ADVICE. MY SIGNATURE 15 NOT AN ADMEESION OF LIABILITY.

o. ORGANIZATIONAL ADDRESS (Dt Desigraran, | d. TYPED MAME lasr, Firsr, MiddVe il e SOCIAL SECURITY
Dffice Symbol, Base, StadeCowntry, Zp Codal MUMBER
g- SIGNATURE h. DATE SIGNED

f. DEN NUMBER

17. ACCOUNTABLE OFFICER
a. DOCUMENT NUMBERIS) USED TO ADJUST PROPERTY RECORD

b ORGANIZATIONAL ADDRESS (Unit Desigraiion, |o. TYPED NAME (Last, Firar, fMidale indnial] d, SR NURMBER
Ofice Spmbol, Sase, State/Country, Zp Codal

e SIGNATURE f. DATE SIGHED
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PERSONAL PROPERTY
PP- 1.0, Top Level Page 1

1.1 Property Need Identification

Installation

1.1.2
Identify Need and
Submit Requisition
Document

1.1.3
Perform
Property

Need Review
and Approval
Processes

1.1.4
Base Property
determines if property
available in Stock
and Issue

Yes

1.1.5
Base Property
determines if property
is available for
transfer

Yes

e R
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PERSONAL PROPERTY
PP- 1.0, Top Level Page 2

1.2 Funding Source

1.3 Requisitioning, Purchase, or Procurement

HQMC

’—P

Yes

1.2.3
Secure or
Confirm
Funding at
HQMC

-\

s property a Garrison
Capital Asset or GME

1.3.2

Property?

133
Perform
Acquisition for
Garrison
Capital Assets

GME Property———

1.34
Perform
Acquisition for
Garrison Mobile
Equipment

Installation

1.21

Is property Garrison
Mobile Equipment or a
Garrison Capital
Asset?

122
Secure or
Confirm
Funding at
Installation

1.3.1 Is property
available within the
government?

1.3.6
Perform
Contract

Acquisition

Is purchase over

$2500?

137
Perform
Acquisition
Using GCPC
Card

Yes

1.3.8
What form of
government
acquisition will be
used?

System
Purchase

1.39
Initiate System
Purchase

DSSC Purchase———p|

1.3.10
Initiate DSSC
Purchase

1.3.11
Initiate
Transfer-In of
Property

1.3.12
Perform Stock
and Issue
Process

et UL LT R R N

20f 84




PERSONAL PROPERTY
PP-1.0, Top Level Page 3

1.4 Receipt and Recordation

Installation

1.4.1
Is the property
Garrison or
GME?

14.2
Receive and
Record
Garrison
Property
Process

14.3
Receive and
Record GME

Property
Process

14.4
Receive and
Record
Transferred-
in Property
Process

14.5
Receive and
Record Stock

& Issue
Property
Process

)4

B Eeee e RTEEEE e OIERR R R N
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PERSONAL PROPERTY
PP-1.0, Top Level Page 4

1.5 Tracking, Accounting, Reporting and Review

1.5.7
Perform
Review and
Reporting
Process

D
]
]
]
1.5.6 ]
®) Perform :
S Depreciation []
g Processes :
T Monthly :
]
]
]
No :
'
]
]
]
]
]
]
]
15.1 152 153 154 ‘
Is the item valued Is an Invento Is the propert Perform '
Yes ry Yes property GME» Required '
at > $5,000 or Process garrison GME '
controlled? equired? or GME? '
Inventory :
]
]
1.5.5 ]
CC) Perform '
= Garrison———p Required :
@ Garrison .
(__.g Property H
7] Inventory H
£ '
]
]
]
]
]
]
]
]
]
]
]
]
]
]
]
]
]
]
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PERSONAL PROPERTY
PP-1.0, Top Level Page 5

1.6 Disposal or Transfer >

v
]
]
]
]
]
]
]
1.6.1 H
Can the 1.6.3 []
property still be Yes » Keep property in :
used by this Command use ]
command? :
]
]
]
]
]
]
]
C
S '
o 1.6.2 164 ]
= No o Is this Disposal .| Perform . 1.6.6 H
© ' a transfer or DRMO END b
8 disposal? Process '
- ]
]
]
]
]
]
]
]
]
1.6.5 :
Perform
R N L}
Transfer Transfer-out []
Process :
]
]
]
]
]
]
]
'
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PERSONAL PROPERTY
PP- 1.1 Property Need Identification Process
1.1.3 Perform Property Need Review and Approval Processes, Page 1

property

1.1.3A
1.1.3.2 1.1.3.3 1134 1.1.3.5
Responsible Is the request Res. o'n'sible Notify customer
r» Officer receives e- valid and does it meet Yesk esp via e-mail that
. Officer approves

o mail request for an allowable property has been

) t a2 request d

3 property need? appove

&

o

@

Qo

n

c

o

Q.

n

)

o No

1.1.3.7
Deny request END

q’—_) 1.1.3.1

£ Customer 1.1.3.6

o START identifies purchase | | Receive e-mail END
b7 needs and submits notification of Goto 1.2.2.
8 e-mail request for approved request
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PERSONAL PROPERTY

Funding Process

PP-1.2, Funding Source

1.2.2 Secure or Confirm Funding at Installation, Page 1

1223
Has the
Responsible Officer

(RO) approved

1.2.2.2
General Supplies
» Specialist receives
e-mail request for

Yes

Is the request
valid and does the
request meet an
allowable

Yes

> ?
.% property request? need?
Q
(o]
j .
o
(0]
§ No
1225
General Supplies
No .| Specialist returns END
request to Goto 1.1.3.
customer for RO
approval
1221
e Unit Responsible
= Officer submits
- START request for |
property to Base

Property via e-mail
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PERSONAL PROPERTY

Funding Process

PP-1.2, Funding Source

1.2.2 Secure or Confirm Funding at Installation, Page 2

1.2.2.6 1229
Are funds available 12.2.7 | 1228 | Develop cost
at Base Yes——»{ Research historical Interview vendors estimates that
products and costs or manufacturers meet customer
Property? _
requirements
>
=
@
aQ 1.2.2B
2 1.2.2.14
o N Provide unit with
o————P .
% waiver to purchase
® item by e-mail
m
1.2.2.13 END
Deny request
1.2.2.15
! 1.2.2.16
Supply Oﬁ|ger Are funds
receives waiver . . Yes
= from Base available at unit
[ Propert level?
o) perty
N
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PERSONAL PROPERTY

Funding Process

PP-1.2, Funding Source

1.2.2 Secure or Confirm Funding at Installation, Page 3

£
o) 1.2.2C
o 1.2.2.10 12211
S General Supplies Notify unit that
o Specialist Em— —
) approves funding request has been
7] granted by e-mail
@© request
m

1.2.2.12

Receive e-mail
—>» notification that END
Goto 1.3.1.
request has been

granted

1.2.2.19 122D
= SUS,Si}nggcer 12218 Supply Officer 1.2.2.20

c Supply Officer develops cost Responsible END
- ves hi St:,i;?rc:;su cts interviews vendors estimates that Officer approves Goto 1.3.1.
and czsts or manufacturers meet customer purchase
specifications
1.2.2.21
Notify customer
N that funds are not END
available.

9
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PERSONAL PROPERTY
PP-1.2, Funding Source

1.2.3 Secure and Confirm Funding at HQMC, Page 1

=5 12.319
o 'm Submit capital
5 2
> asset
= 1.2.3.18 .
U>), ] Collate requests requirements to
= 4 LFS-1 in excel
| and develop
O @ : spreadsheet
o capital asset
e ) . annually and
o requirements list
= O update
o % requirements
8 c throughout year
o ©
m =
[
—
[e]
=
(@]
=
(O]
"
©
m
; 1.23.2
Is funding request . .
for Garrison Mobile Units Sme't.
START . GME—— request for capital
Equipment (GME) or asset to Base
b= Garrison - .
c Y Motors via e-mail
S property?

Garrison———  »|

1.2.3.17
Units submit

request for capital
asset to Base
Property via e-mail
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PERSONAL PROPERTY
PP-1.2, Funding Source
1.2.3 Secure and Confirm Funding for Capital Assets, Page 2

P 1.2.3;\./|20 Excel spreadsheet
-— rogram Manager with capital asset
1 > receives annual » priorities
LUL) request for capital
3 assets \/\
o
(7))
L
-
>c
Q 9
Q wn
=S
U) —
e Excel spreadsheet
.é‘ “— with capital asset
ol priorities
Q.
o5
58
9 c
o ©
m =
F
1.2.3A
) 1233 1234
5 GME Specialists GME Specialists 1.2.35
[e]
"6 A revieyv Table of . dle‘velop. a GME Specialists Excel spreadsheet
S »  Equipment for » prioritized list for » submit excel
o service life, replacement or spreadsheet to LFS-
n depreciation, and acquisition of GME 2 by e-mail or fax
C(g maintenance history property in excel
J
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PERSONAL PROPERTY
PP-1.2, Funding Source
1.2.3 Secure and Confirm Funding for Capital Assets, Page 3

1.2.3B
1.2.3.23

1.2.3.21

No

LFS-1 validates - G
Are requests Yes—p requests from
reasonable? : ’
installations
S
wn
L
-
1.2.3.22
LFS-1 will contact E
NO————————>» Base Property and »
request additional
information
1238 Garrcon
Receive annual 1.2.3.9 .
request for ill adjustments to the Transportation
q . Excel spreadsheet Yes ! ; Yes—» Analyst prepares
Garrison Mobile Table of Equipment be T/E Modificati
Equipment (GME) necessary? oditication
ropert \/\ ’ for LFS-2 Branch
o property Head approval
1
wn
L
-

1.2.3.8
LFS-2 will contact
» Base Motors and

request additional
information

\ 4
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PERSONAL PROPERTY
PP-1.2, Funding Source
1.2.3 Secure and Confirm Funding for Capital Assets, Page 4

1.2.3.14 1.2.(.3.15
Contract Support Garrison
1.2.3.11 updates Transportation
T/E Modificati e
odirication Is T/E Modification Yeshl  information in DPAS Analyst

consolidates
funding requests
into excel
spreadsheet

approved by Branch

Head? DPAS to reflect

changes in Table of
Equipment

LFS-2

1.2.3.13

Garrison
Transportation
1.2.3.12 T/E Modification Analyst informs
No——— ¥ LFS-2 Branch » » Base Motors that
Head denies MOA request has been

J\ denied and they

must resubmit
requests
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PERSONAL PROPERTY
PP-1.2, Funding Source
1.2.3 Secure and Confirm Funding for Capital Assets, Page 5

LFS-1

1.2.3.24
Program Manager
submit requests to

SYSCOM for
annual budget
approval

LFS-2

.| Analyst submits

1.2.3.16
Garrison
Transportation

consolidated
funding requests
for GME property

to SYSCOM

29[ ¢

SYSCOM

\

1.2.3.25
Receive funding
requests for
Garrison and GM

property from LFS

Funding request
in excel

E

spreadsheet

@
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PERSONAL PROPERTY
PP-1.2, Funding Source
1.2.3 Secure and Confirm Funding for Capital Assets, Page 6

1.2.3.28
LFS Program
» Managers conduct
research and
modifies budget
i
- 1.2.3.31
Receive
.| notification that END
budget has been Goto 1.3.3
approved by e-
mail
1.2.3.27
1.2.3.26 SYSCOM informs
Is request approved No-» LFS that budget is
by SYSCOM 9
not approved
=
8
1.2.3E
)
a S1Y28:C52C2)SI?/I Approved budget 1.2.3.30
approves annual requests for Notify LFS that
Yes > b‘t)JFc)iget “equests » Garrison and GME budget has been —
for GME and property in excel approvmead”wa e-
Garrison property 0
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PERSONAL PROPERTY
PP-1.3, Requisitioning, Purchase, or Procurement
1.3.3 Perform Acquisition for Garrison Capital Assets, Page 1

1.3.35
x Receive Funding
9 Request from
LFS-1
1.3.34
1.3.3.2 Program Manager Program Manager
~ Receive revieg\]/vs re uestg fo sends Funding Funding Request/
(9] #  notification of > : q » Request to LSR Realignment Form
L fundi locati capital assets and "
3 unding allocation reallocates funding requesting a
from SYSCOM release of funds to
based on actuals
base for property
=
(@) 1.3.3.1
O Notify LFS of
2} START funding allocation
a for Garrison

property by e-mail
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PERSONAL PROPERTY
PP-1.3, Requisitioning, Purchase, or Procurement
1.3.3 Perform Acquisition for Garrison Capital Assets, Page 2

1.3.3B
1.3.3.7 1.3.3.10
Funding Request/ | 1F.3.3d.6 Bqugliat Execution F)LSR loads P:_\’.SB.3.|1d1
; s Funding ell approves o rocurement o uilder .
Realignment Form Memorandum Yess funding Request template interfaces with PR Builder
x approved? requirements from in PR Builder with SABRS
) w LFS-1 funding approvals
-
1.3.3.8
LSR notifies LFS-1
that additional
No »  information or
modification
needed by phone
or e-mail
1.3.3.9
~ Program Manager
(9] modifies funding
5 requirements
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PERSONAL PROPERTY
PP-1.3, Requisitioning, Purchase, or Procurement
1.3.3 Perform Acquisition for Garrison Capital Assets, Page 3

1.3.3.12
Funding allotment

Funding allotment
notification in PR

% SABRS notificatipn sent to Builder
| Installations by e-
mail in PR Builder
>
-CI':J 1.3.3.13
o DBas? Property Procurement
g e PR Bt
o allotment in PR
» Builder -
©
o
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PERSONAL PROPERTY
PP-1.3, Requisitioning, Purchase, or Procurement
1.3.3 Perform Acquisition for Garrison Capital Assets, Page 4

13314 13315
General Supplies PR Builder sends

Builder

Base Property

1.3.3.16
Base Property
makes corrections
to PR Builder
request

1.3.3.17
Resubmit in PR
Builder

Procurement
Request

PR Builder

Specialist enters Procurement .
@—» specifications for PR Builder Request > rezlﬁicstirt(i);rzcto »  PRBuilder
ac upi;‘;?oenrt% PR Regional
q \/\ Contracting Office

19 of 84



PERSONAL PROPERTY
PP-1.3, Requisitioning, Purchase, or Procurement
1.3.3 Perform Acquisition for Garrison Capital Assets, Page 5

>
h
o
Q.
o Procurement
o Request
[}
n
©
m
1.3.3.18 133.22 1.3.3.23
Contracting Officer Procurement Contracting solicits Contracting
Ly receives Request and selects vendor submits PR
[0} that meets : -
O Procurement Builder requisition
© Request customer to LFS-1
_ 35 requirements
Q]
C
s 2
% g 1.3.3.20
X s Follow up with 1.3.3.21
c Route PR back to
o phone call to Base » Base Property in ||
O Property to correct perty
invalid PR PR Builder
>
©
[}
(o}
o
—
o
()]
n
©
m
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PERSONAL PROPERTY
PP-1.3, Requisitioning, Purchase, or Procurement
1.3.3 Perform Acquisition for Garrison Capital Assets, Page 6

1.3.3C|1.3.3D

1.3.3.26
-— 1.3.3.24 Procurement Pro r'ls;risrf:na or LFS-1 submits PR
UI) —»  Receive PR > Request > revigws re uisifci]on » Builder requisition
L Builder requisition and a ?oves to RCO
— \/\ pp electronically
(O]
9O
=
@)
87 Procurement
= PR Builder Request
(&)
©
s
C
(@]
o
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PERSONAL PROPERTY
PP-1.3, Requisitioning, Purchase, or Procurement
1.3.3 Perform Acquisition for Garrison Capital Assets, Page 7

Procurement
Request

LFS-1

TC
OBL

1.3.3.29
1.3.3.27 Procurement 1.3.3.28 Complete contract
—» Receive PR » Request » Contracting » in Standard

Builder requisition awards contract Procurement

J\ System (SPS)

Contracting Office
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PERSONAL PROPERTY
PP-1.3, Requisitioning, Purchase, or Procurement
1.3.3 Perform Acquisition for Garrison Capital Assets, Page 8

(0]
o 1.3.3.30
:5 SPS generates SPS vendor
vendor contract
contract

8) SABRS with PR document
= number and

8 submits to vendor

=

C

@]

o

) 1.3.3.32

. 1.3.3.31 SPS vendor Ship property to

S Receive vendor contract END
S = TMO or

2 contract from appropriate Goto1.41
g Contracting Office J\ destination
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PERSONAL PROPERTY

PP-1.3, Requisitioning, Purchase, or Procurement
1.3.4 Perform Acquisition for Garrison Mobile Equipment (GME), Page 1

LFS-2

1.3.4.1
Is GME property
available through DLA
or GSA?

START

Yes——— P

Procurement
Request

\v/—\

1.3.4.5
Garrison
Transportation

1.34.24
LFS confirms 1.3.4.25
property | Enter procurement .
specifications with specifications into PR Builder
Base Property by PR Builder
phone or e-mail
1.34.2 1.34.3 ' 1344
) . Garrison Transport
LFS confirms Garrison Transport
Analyst places
property Analyst selects »| order with DLA or
specifications with ""|GSA or DLA based o GSA online
Base Property by on customer through
phone or e-mail specifications Autochoice
1.3.4.17

LFS-2 resubmits
online order to
vendor

Analyst creates
MIPR and includes
line of accounting
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PERSONAL PROPERTY
PP-1.3, Requisitioning, Purchase, or Procurement
1.3.4 Perform Acquisition for Garrison Mobile Equipment (GME), Page 2

1.3.4.26 )
PR Builder workflow PR Builder
transmits electronic —p workflow
requisition to Base
N Motors J\
w
L
-
1.3.4.6
MIPR, DD 448 LFS-2 submits
> MIPRto GSAor | |
J\ DLA
2 1.3.4A
-19 1.3.4.27 1.3.4.28 1.3.4..29
o) Fleet Manager Procurement Fleet Manager PR Builder
= receives - Request o confirms o | workflow transmits | |
) Procurer_‘nent specifications in PR ele_ctlrgnic
% Reque;t in PR \/\ Builder and requisition to
oM Builder approves LFS-2
—
o
©
C
o
> 1347 1.3.4.8
= e Vendor signs DD 448-2 MIPR
MIPR, DD 448
°© » GSA or DITA > » MIPR and creates » Acceptance
< receive online MIPR accentance
— request and MIPR p
=) \f form @
<
(79}
O
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PERSONAL PROPERTY
PP-1.3, Requisitioning, Purchase, or Procurement
1.3.4 Perform Acquisition for Garrison Mobile Equipment (GME), Page 3

1.3.4.32 Procurement
N Receive PR . | Requestin PR
= request from Builder
@) LFS-2
O \_/_\
9]
>
n 13.4.13
SYSCOM Budget DD Form 1155
Analyst receives MIPR DD448-2
DD448-2 and "
DD1155 from
Vendor J\
1.3.4.43
Make corrections
inPR 1 Receivs DD448-2 1.3.4.12
Builder and » and DD1155 from » Maintain copies in End Process.
resubmit request Vendor LFS-2 records
N
(%))
5
1'3'4'30 Procurement 1.3.4.31
Rec‘?f'." e f."pp“;"ed Request in PR Submit PR
specifications from » Builder Request to -
Base Motors and SYSCOM
check PR request \/\
—
o
©
c
)
> 1349 1.3.4.10
o) Vendor creates DD Form 1155 Vendor submits
< DD1155 Order for DD448-2 and
| Supplies or DD1155 to LFS-2
(@) Services and SYSCOM
<
N
O
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PERSONAL PROPERTY

PP-1.3, Requisitioning, Purchase, or Procurement
1.3.4 Perform Acquisition for Garrison Mobile Equipment (GME), Page 4

SYSCOM

1.3.4B
1.3.4.14

Budget Analyst
reviews
documentation
fund availablity

1.3.4C
1.3.4.33

Budget Analyst
reviews PR Builder
document and
availability

1.3.4.15
Are funds
available?

1.34.34
Are funds
available?

1.3.4D
1.3.4.18

Budget Analyst
approves line of
accounting and
enters information
into SABRS

1.3.4.16
Budget Analyst
contacts LFS-2 for
additional
information or
modification

1.3.4E
1.3.4.36

Budget Analyst
approves PR

SABRS

Yes—» Builder request
and enters
approvals into PR
Builder

1.3.4.35
Budget Analyst
contacts LFS-2 for
additional
information or
modification

1.3.4.37
PR Builder
interfaces with
SABRS

1.3.4.19
SYSCOM notifies
LFS-2 and vendor
that funds have
been approved

GSA, DLA or
Vendor
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PERSONAL PROPERTY
PP-1.3, Requisitioning, Purchase, or Procurement
1.3.4 Perform Acquisition for Garrison Mobile Equipment (GME), Page 5

=

8 P:'\’.séi.ilzir Procurement
R tin PR

()] PR Builder SABRS workflow transmits > eq;sﬁd;r;

> electronic

2 requisition to RCO

(@]

"'% [} 1'3:4'39 . Procurement
o O Contractlr?g Officer Request in PR
g &= receives Builder

c O Procurement

O Request

o

1.3.4.20 1.3.4.21

Receive Vendor submits DD1155
notification from » form DD1155 to <
SYSCOM that
manufacturer
funds approved

GSA, DLA or
Vendor

1.3.4.22 1.3.4.23
DD1155
L Receive DD1155 Ship property to End tPJ(;CES;' Go
from Vendor customer o

Manufacturer
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PERSONAL PROPERTY

PP-1.3, Requisitioning, Purchase, or Procurement
1.3.4 Perform Acquisition for Garrison Mobile Equipment (GME), Page 6

Contracting Office

s the PR Builder
request correct

1.3.4.44
Contracting solicits
and selects vendor
that meets
customer
requirements

TC
OBL

1.3.4.41
Follow up with
phone call to LFS-
2 to correct invalid
PR

1.3.4.45
Contracting
awards contract

1.3.4.46
Complete contract
in Standard
Procurement
System (SPS) with
SABRS interface

A

1.3.4.42
Route PR back to
LFS-2in PR
Builder

e
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PERSONAL PROPERTY
PP-1.3, Requisitioning, Purchase, or Procurement
1.3.4 Perform Acquisition for Garrison Mobile Equipment (GME), Page 7

3
© 1.3.4.47

e) SPS generates SPS vendor

o SABRS vendor contract contract

c with PR document

'-03 number

©

=

C

[e)

o

- 1.3.4.49

o 1.3.4.48 SPS vendor i

© Lyl Receive vendor contract Sh'p.l.‘:\;loopi':y to END
GCJ contract from appropriate Goto1.4.1
> Contracting Office \/\ dZZtinF;tion
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PERSONAL PROPERTY

PP-1.3, Requisitioning, Purchase or Procurement
1.3.6 Perform Contract Acquisition for Minor and Subminor Property, Page 1

Base Property

1.3.6.1

START o~ Is the purchase
g greater than
$2,500?

No

1.3.6.2
General Supplies
Specialist enters

Yes »
Procurement
Request into PR
Builder

END
Go to 1.3.7

PR Builder

Procurement
Request

J\
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PERSONAL PROPERTY
PP-1.3, Requisitioning, Purchase or Procurement
1.3.6 Perform Contract Acquisition for Minor and Subminor Property, Page 2

£

o 1.3.6.3

8— PR Builder

= PR Builder workflow transmits PR Builder

o electronic

g requisition to

o Contracting Office

om

Q

Q

[

6 1'3'6,'4 Procurement
Receive :

o)) . Request in PR

c —»  Procurement PR Builder Builder

= Request in PR

S Builder ™

=

c

o

(@)
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PERSONAL PROPERTY

PP-1.3, Requisitioning, Purchase or Procurement
1.3.6 Perform Contract Acquisition for Minor and Subminor Property, Page 3

1.36.5
Is PR builder request
correct and valid?

Contracting Office

1.3.6.7
Request quotes
from selected
vendors

1.3.6.8
Select vendor that

» »

1.3.3.9

1.3.6.6
Return request to
originator in PR

Builder

meets customer Awards contract

specifications

A

TC
OBL

PR Builder

1.3.3.10
Complete contract
in Standard
Procurement
System (SPS)
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PERSONAL PROPERTY

PP-1.3, Requisitioning, Purchase or Procurement
1.3.6 Perform Contract Acquisition for Minor and Subminor Property, Page 4

0]

L

[

6 1.3.3.11

- SPS generates SPS vendor

< SPS SABRS \_/endor contract |——m SPS contract

3 with PR document

S number

=

c

o

@)

B 1.3.3.12
S Receive vendor
% I contract from
g Contracting Office

34 of 84




PERSONAL PROPERTY

PP-1.3, Requisitioning, Purchase or Procurement
1.3.6 Perform Contract Acquisition for Minor and Subminor Property, Page 4

SPS vendor
contract

.

Vendor

Y

1.3.3.13
Ship property to
appropriate
destination with
documentation

END
Goto 1.4.1
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PERSONAL PROPERTY

PP-1.3, Requisition, Purchase or Procurement
1.3.7 Perform Acquisition Using GCPC Card, Page 1

_? 13.76 1377
o 1.3.74 1.3.75 General Supplies General Supplies
Q General Supplies General Supplies specialist makes Specialist enters
= Specialist solicits Specialist selects purchase with request into the
o vendors vendor GCPC card and Base Property
(] retains receipts document register
8 Base
oM Property
@ 13.7.11
s property on the Is pl}ig;sse at 1.3.7.9 1.3.7.10 msaizz%gfcf;f:sre
START prohibited items N Unit or Base Unit-3 Su_p_ply Officer » Supply Officer " with GCPC card
solicits vendors selects vendor .
Property? and retains
receipts
=
[
D

Yes——— W

1.3.7.2
Responsible
Officer denies
request if item is
prohibited

For details, go to 1.2.2.
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PERSONAL PROPERTY
PP-1.3, Requisition, Purchase or Procurement
1.3.7 Perform Acquisition Using GCPC Card, Page 2

TC
COE

1.3.7.8
Purchase posted
into Citidirect

Base Property

logbook >

system and CitiDirect

interfaced with
~ SABRS

Base Property

TC
COE
1.3.7.13
1.3.7.12
Supply Officer Purchase posted

into Citidirect

CitiDirect

enters request into

AE

i system and
the L{g'té);gﬁhase interfaced with
’ SABRS

Vendor
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PERSONAL PROPERTY
PP-1.3, Requisition, Purchase or Procurement
1.3.7 Perform Acquisition Using GCPC Card, Page 3

1.3.7.14
Vendor ships to END
Warehouse Clerk Goto 1.4.1
with receipts

Vendor

38 of 84



PERSONAL PROPERTY
PP-1.3, Requisitioning, Purchase, or Procurement

1.3.9 Initiate System Purchase, Page 1

1.3.9.3
Is the property
available from DSSC
stores?

1.3.9.1

1.3.9.1 START Is there a unique Yes Yes END
System Purchase NSN requisition Go to 1.3.10.
number?

1.3.94
General Supplies
Specialist

No—— | researches GSA,
DLA, DoD Email

and other System
Stores

Base Property

$2500?

No END
Got01.3.6

No 1.3.9.2
‘ .~ Isthe purchase Yes END
o under Goto 1.3.7
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PERSONAL PROPERTY
PP-1.3, Requisitioning, Purchase, or Procurement

1.3.9 Initiate System Purchase, Page 2

1.3.9.6 1397

1.39.5 Place order in Automated
Select DLA, GSA or o ARS automatic
» Automated Requisition ) .
other government I interface with
vendor Requisition System SABRS
System (ARS)

Automated
Requisition
System

Base Property
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PERSONAL PROPERTY
PP-1.3, Requisitioning, Purchase, or Procurement
1.3.9 Initiate System Purchase, Page 3

>
©
m —
s 1.3.9.8
a c »| /RS System ARS Purchase Order

sends purchase
3 order to vendor
©
m
—
_8 1.3.9.9 1.3.9.10

Receive purchase Send property to END

c » Purch Ord »
) > order from ARS urehase Lraer appropriate Base Goto 1.4.1
> System \-/\ warehouse
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PERSONAL PROPERTY
PP-1.3, Requisitioning, Purchase, or Procurement
1.3.10 Initiate DSSC Purchase, Page 1

1.3.10.2 18"3'10"3 18-::}1-10{4
1.3.10.1 Will property be Mana pgr:ent Manapgn):ent
Is property under N purchased by the Base Property—m» . " 9 p _Vanag
) Division locates Division purchases
> $25007? Unit or Base . . !
v o item at DSSC item using DSSC
) Property?
stores card
Q.
o
| -
o Ves END
g Goto 1.3.7
©
m
Unit
1.3.10.7
= > Request a DSSC
5 waiver e-mail from
Base Property
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PERSONAL PROPERTY
PP-1.3, Requisitioning, Purchase, or Procurement

1.3.10 Initiate DSSC Purchase, Page 2

1.3.10.6
1.3.105 Supply
o Management
Purchase request S . END
sent into DSSC DSSC Division retrieves Goto 141
System purchase from
local DSSC supply
store
>
©
[}
Qo
o
D’—_ 1.3.10.12
1.3.10.8 1.3.10.9 Approve DSSC
8 Receive request Is waiver Yes———»  purchase and
© for DSSC waiver approved? send waiver via e-
m mail
No 1.3.10.11
1.3.10.10 | Notify customer
Request denied that waiver was END
denied
1.3.10.13
- - | Receive waiver e-
c mail for DSSC
D purchase
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PERSONAL PROPERTY

PP-1.3, Requisitioning, Purchase, or Procurement
1.3.10 Initiate DSSC Purchase, Page 3

Unit

1.3.10.14
DSSC cardholder
purchases item

using DSSC card

1.3.10.15
DSSC request

" sentinto DSSC

System

DSSC

1.3.10.16
DSSC cardholder
retrieves purchase
from local DSSC
supply store

END
Go to 1.4.1
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PERSONAL PROPERTY
PP-1.3, Requisitioning, Purchase, or Procurement
1.3.11 Initiate Transfer-In, Page 1

@)

=

g

I

: ()

3 1.3.11.3 13114 Flet;t.:)l\‘/i;:]é5 ers

o Mo Fleet Manager ag Authorization

o Fleet Managers submit Lett
—» : approve transfer L » etter

c receive request for and sian authorization letter

= transfer by e-mail nd sig to LFS-2

) authorization letter

Y

n

c

©

—

I

%

© 1.3.11.1 1.3.11.2

m Base Fleet Fleet Managers

o START Managers identify request property | |

£ location of desired "] from transferring

= property that is unit Fleet Manager

8 available for use via e-mail

[0}

e
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PERSONAL PROPERTY
PP-1.3, Requisitioning, Purchase, or Procurement
1.3.11 Initiate Transfer-In, Page 2

1.3.11.6
LFS-2 Specialist Authorization 1.3.11.7 13118
receives letter > Letter Is transfer-in No—  benv rea END
. eny request
requesting transfer- approved?
in J\
O
=
% 1.3.11A
13119 1.3.11.10
LFS-2 Branch Head Authorization e o2
Yes————————pfapproves transfer-in » Letter notities transterring .
and signs and receiving bases|
authorization letter of approv.al by
e-mail
(0]
n
©
m
(@]
C
i=
Q
(2]
C
©
—
i
(O]
n
©
m
(@]
£
=
(O]
[&]
0]
o
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PERSONAL PROPERTY
PP-1.3, Requisitioning, Purchase, or Procurement
1.3.11 Initiate Transfer-In, Page 3

-
[

D

2 1.3.11.11

= Receive approval

CTJ notification from

‘D LFS-2 by e-mail

c

o

-

1.3.11.13

- Fleet Manager

= 1.3.11.12 transports GME ;

S Receive approval property from iggf;:m

o notification from "| Transferring base Goto1.4.4

c LFS-2 by e-mail to Receiving base
= with supporting

(] documentation

8 Supporting documentation
[n'd for persnal property includes

the original contract, DD250,
and other appropriate
requisition documentation.
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PERSONAL PROPERTY
PP-1.3, Requisitioning, Purchase or Procurement

1.3.12 Stock and Issue, Page 1

Base Property

START

as Responsible
Officer authorized

1.3.12.3

Is the quantity
requested
asonable

No

Yes

1.3.124
Will request be
approved at a lower

quantity?

1.3.12.6
General Supplies
Specialist
approves Stock
and Issue of
requested items

Yes—

1.3.125
Notify customer
that property
approved at lower
quantity

1.3.12.2
General Supply
Specialist denies
request by e-mail
and notifies
customer of
necessary

approvals
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PERSONAL PROPERTY

1.3.12 Stock and Issue, Page 2

PP-1.2, Requisitioning, Purchase or Procurement

>

=

o

o 1.3.12.7

9 Send Customer e-

o mail authorization

0] to pick up it

@ pick up items

(]

om

———

S > Retje.i:):/.;i.-smail END

-] > &1 Goto1.4.1
authorization
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PERSONAL PROPERTY

PP-1.4 Receipt and Recordation
1.4.2 Perform Receive and Record Garrison Property Process, Page 1

—_
o
m
N
>
h 1.4.2A
a
o) 14.2.3 14.2.4 1425
DL_ Warehouse Supply clerk Due-In File e
» . » Supply clerk signs
) receives property matches property Receiving Report
8 from TMO to due-In file
m
1422

(@) 1.4.2.1 Coordinate
= START Receive property » delivery with Base
- from vendor Property (BP)

warehouse
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PERSONAL PROPERTY
PP-1.4 Receipt and Recordation
1.4.2 Perform Receive and Record Garrison Property Process, Page 2

Receiving Report

Base Property
(BP)

1426
Notify unit of
property via e-
mail.

142D

14.2.C
1.4.2.9
Supply clerk
confirms RO or 1.4.2.10 .
RO or agent signs
agent has
o release document
authorization for
pick-up

Release document

Unit

14.2.7
Responsible
Officer or Agent
receives e-mail
notification to pick
up property

1428
Responsible

Officer (RO) or
agent goes to
Base Property
warehouse to pick
up property
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PERSONAL PROPERTY

PP-1.4 Receipt and Recordation
1.4.2 Perform Receive and Record Garrison Property Process, Page 3

o

m

N

2 14.2.15

% Supply Request to update

Q | Specialist receives CMR

9 request to update

o CMR @
o

()

©

m

14.2.14
-"é' 1.4.2.11 1G‘rte2t1e$ trzoa d%egr:)iseti BE) Request to update
S Y CMR
-] Trans;igrlt”;])i;operty than $5,000 or Ye Consolidated
Controlled? Memorandum
Receipts (CMR)

1.4.2.13 Deliver
property to user
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PERSONAL PROPERTY

PP-1.4 Receipt and Recordation
1.4.2 Perform Receive and Record Garrison Property Process, Page 4

Base Property (BP)

1.4.2E
1.4.2.16

Supply Specialist
assigns bar code
to property and
enters in log book

1.4.217
Is property a
capital asset?

1.42.18
Supply Specialist
records in DPAS - DD 250
as capital asset

using DD Form
250 .

1.4.2.19
Supply Spegcialist
records in DPAS - DD 250
or ATLASS using

DD Form 250 J\

Base property personal responsible for
property recordation were unable to
explain which items were entered into
DPAS vs. ATLASS. All personal
property should be accounted for in
DPAS.

DPAS

DPAS/
ATLASS
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PERSONAL PROPERTY

PP-1.4, Receipt and Recordation
1.4.3 Perform Receive and Record Garrison Mobile Equipment (GME) Property Process, Page 1

Base Motors (BM)

1.4.3A

1.4.31

START Supply technician
receives property
from vendor

" matches property

1432
Supply technician

Due-in file

1433
Supply technician
signs DD Form 250

to Due-in file

) J

\—/\

— Materials
Inspection &
Receiving Report

1.4.3C

DD Form 250

@

1434
Mechanic inspects

| vehicle and assign

tags

@
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PERSONAL PROPERTY

PP-1.4, Receipt and Recordation
1.4.3 Perform Receive and Record Garrison Mobile Equipment (GME) Property Process, Page 2

Base Motors (BM)

completes NAVMC
10284 Vehicle
Inspection Form

14.3.5
Mechanic

NAVMC 10284
Vehicle Inspection

[

Report

\_/_\

1.4.3.6
GME specialist
manually enters
property into Fleet
Anywhere using
DD Form 250

DD Form 250

\f

Fleet
Anywhere
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PERSONAL PROPERTY
PP-1.4, Receipt and Recordation
1.4.3 Perform Receive and Record Garrison Mobile Equipment (GME) Property Process, Page 3

1.4.3D
1.43.8

>

LFS-2 Specialist
receives copy of
Form DD 250 from

DD Form 250

1439
LFS-2 Specialist

""|matches DD-250 to

Purchase Order.

1.4.3.10
Is a match
available?

Yes

o Base Motors J\
(9]
L
-
% No 1.4.3.11
Investigate
g < > unmatched DD- 4’@
I 250
=
@/ 1437 1.4.3.16
o GME .s i e.cialist Supply technician
o = SP DD Form 250 notifies the unit via
- submits a copy of - ; h
e DD Form 250 to e-mail that
> HQMC LFS-2 property is ready
() for pick-up
w
©
m
14317 14318
Responsible Res.p;)r;sible
e Officer receives e- Officer or agent
< » mail notification | 9
D goes to Base

that property is
available for pick-
up

Motors warehouse
to pick up property
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PERSONAL PROPERTY
PP-1.4, Receipt and Recordation

1.4.3 Perform Receive and Record Garrison Mobile Equipment (GME) Property Process, Page 4

1.43.13

N 1.4.3.12 LFS-2 Specialist END
(/I) Is property a Yes— manually records in Goto 151
e capital asset? DPAS with useful "
- life for deprecation
@)
=
@)
T 1.4.3.14 1.4.3.15
Greater than Manually record in
N $5,000 or Yes > DPAS with no
Controlled? depreciation
END
No Goto1.5.1
=
m 1.4.3E
~ 1.4.3.19
» Supply technician 1.4.3.21
—
o confirms individual 14.3.20 Release Document Responsible
e . » Individual signs » » Officer or agent
§ f:rasislit:orléat::d release document transports property
pick-up, 1D, @ to unit
g appropriate vehicle
©
m
= 1.4.3.22
c ) : END
) Unit receives Goto 1.5.1
property
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PERSONAL PROPERTY
PP-1.4, Receipt and Recordation

1.4.4 Perform Receive and Record Transferred-In Property Process, Page 1

Y
(2}
L
-
Supporting documentation
for persnal property includes
the original contract, DD250,
and other appropriate
requisition documentation.
(O]
8 1.4.41 1443
foa] GME Spegcialist Supporting 1442 GME specialist Copies of
o START receives QME »  documentation GME Specialist Fleet sends copies of supporting
c asset with updates inventory Anywhere property documentation
= supporting in Fleet Anywhere documentation to
8 documentation @ HQMC
9]
o
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PERSONAL PROPERTY
PP-1.4, Receipt and Recordation
1.4.4 Perform Receive and Record Transferred-In Property Process, Page 2

1444 1445

LFS-2 Specialist Supporting LFS-2 Specialist

receives supporting p-| documentation » updates the Table

documentation for of Equipment and
DPAS records

transferred property \—/\

LFS-2
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PERSONAL PROPERTY
PP-1.4, Receipt and Recordation
1.4.5 Perform Receive Stock & Issue Property Process, Page 1

>
£ 1.4.5A 1453
8 W h. s lerk W h. s lerk
8_ - arehouse cler Authorizing arehouse cler
e verifies that Document verifies that
O m individual has individual has
o authorizing proper vehicle for
% document J\ ick-u
m
1451
Responsible 1454 Base Property
= START Officer or agent | | Customer signs o Issue Sheet
5 goes to Base Base Property

Property to pick up
property

Issue Sheet
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PERSONAL PROPERTY
PP-1.4, Receipt and Recordation
1.4.5 Perform Receive and Record Stock & Issue Property Process, Page 2

>

T

[}

o

o 1455

< O

0O m Issues property to

o unit personnel

n

©

m
- 1456
< - Transport property Goto 1.4.2.12
- to unit
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PERSONAL PROPERTY
PP-1.5, Tracking, Accounting, Reporting and Review

1.5.4 Perform Required GME Inventory, Page 1
1542 1.5.4A
1.5.4.4

Supply Clerk
contacts unit by e- Supply Clerk
conducts triennial

mail/phone to
schedule date for GME inventory.

triennial inventory

1.5.4.1
Is a semiannual
or triennial inventory
required?

START Triennial————m|

1545
Semiannual Supply Clerk
sends unit Fleet
Anywhere (FA)
report by e-mail for
semiannual
inventory

Fleet Anywhere
Inventory Report

Fleet
Anywhere (FA)

Base Motors
(BM)

1543
Responsible
| Officer coordinates —
date for triennial

inventory
=
S 1.5.4.6
Responsible Fleet Anywhere
p Officer receives p| Inventory Report
Fleet Anywhere

(FA) report \/\
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PERSONAL PROPERTY

PP-1.5, Tracking, Accounting, Reporting and Review
1.5.4 Perform Required GME Inventory, Page 2

(]
—
o
‘.6 —~
s = A
0ol
n
©
m
H
1.5.4.10 .
N GME inventory
No > RO submits signed > report ||
inventory report to
Base Motors \v/\
1.5.4B
= 15.4.7 1548 @ st . 155-‘_‘{12_ . GME Inventory
S Responsible RO initials the 15.4.9 s sumoortin |nvZL:m;m SRZ'ggft Report and
Officer (RO) » Fleet Anywhere Are there any Yes pporting Yes—®| ry Rep > Supporting -
. . : documentation and supporting ;
conducts inventory report next to each discrepancies? . Documentation
. ) L available? docs to Base
with unit personnel line item J\
Motors
1.5.4.18
Supporting documentation RO submits Request for
for persnal property includes Request for o Investigation
the original contract, DD250, Investigation to !
and other appropriate Supply Officer
requisition documentation. (SO) J\
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PERSONAL PROPERTY
PP-1.5, Tracking, Accounting, Reporting and Review
1.5.4 Perform Required GME Inventory, Page 3

HQMC LFS-2

(2]
—
‘g — s 1.5I.4-C1)I3 K GME Inventory GMI1E.SS.4.14 list 15415 GME

m . » supporting docs if » sends adjustment | Documentation (DD
3 = inventory rep_ort required) Fleet Anywhere Anywhere (FA) documentation to 250, DD 1348, etc.)
®© (and supporting (FA) to reflect HQMC LFS-2
f] docs if required) \v/\ updated inventory

1.5.4.19 1.5.4.23
SO submits Recommendation 1.5.4.20 Co1'2'4'§i1nts |n\jé2ii4'§t2ion Investigation
recommendation p-| for Investigation —p»- Is an investigation Yesp ppolr > ) 9 » Officer prepares
; - Investigation Officer Conducts L
for investigation to necessary? ) I Investigation
Officer Investigation
co. . Report

Unit
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PERSONAL PROPERTY

PP-1.5, Tracking, Accounting, Reporting and Review
1.5.4 Perform Required GME Inventory, Page 4

N
wn 1.54.17
1.5.4.16 GME
L_||' LFS-2 Contract Addition/Deletion LFS-2 Contract
O Support Specialist p-| Documentation (DD p| Support Specialist END
s receives adjustment 250, DD 1348, etc.) adLL;S;ZdDOP:S Goto1.56
] documentation J—\ )
I documentation
1.5.4.24
Investigation Investigation Investigation 1.5.4.25
Report o | Officer sends . Report .
epo Investigation epo Were missing Ye
i ?
~ Report to the CO items found?
e - and SO. N
-]
1.5.4.26 Authorization for
CO re_commends write-off/
- [
No——————  write-offor DD Form 200
financial liability
documentation J\
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PERSONAL PROPERTY

PP-1.5, Tracking, Accounting, Reporting and Review
1.5.4 Perform Required GME Inventory, Page 5

- removal/ DD Form

Authorization for

1.5.4.27 Authorization for 1.5.4.30
Is a removal of co s;ﬁ:.rzef:noval removal of SO submits
equipment from Yes— authorization to | equipment from » authorization for
records SO property records removal and/or DD
approved? J\ Form 200 to RO
-
c
-]
1.5.4.29
No—— | SO prepares DD » DD Form 200
Form 200
w

200
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PERSONAL PROPERTY
PP-1.5, Tracking, Accounting, and Review
1.5.5 Perform Required Garrison Property Inventory, Page 1

1.5.5.2 W@
155.1 Supply Clerk Supply Clerk
START Is_a sgml_annual Triennial———m contapts unit by e- i conducts triennial
> or triennial inventory mail/phone to .
= required? schedule date for garrison ;t)roperty
8 triennial inventory inventory.
o —_~
fega
) Sem | 1555
g emiannua Supply Clerk
@© sends unit DPAS DPAS/ Inventory Report
m and/or ATLASS ATLASS
inventory report by
e-mail
1553
Responsible
- Officer coordinates —
date for triennial
— inventory
[
D
1.5.5.6
.| Responsible | Inventory Report
Officer receives
inventory report \/\
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PERSONAL PROPERTY
PP-1.5, Tracking, Accounting, and Review

1.5.5 Perform Required Garrison Property Inventory, Page 2

Base Property
(BP)

Unit
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Officer (RO) » DPAS/ATLASS Are there any
conducts inventory report next to each discrepancies?
with unit personnel line item

1.5.5B
1558

Yes

Supporting documentation
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the original contract, DD250,
and other appropriate
requisition documentation.
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RO submits signed
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1.5.5.11
Can the
discrepancies be
explained and
supported?
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RO submits
Request for
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- Investigation
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.
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.
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Unit
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\/\
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1.5.6A

1.5.6.1
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Depreciation run in
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LFS-1

END
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72 of 84




PERSONAL PROPERTY
PP-1.5, Tracking, Accounting, Reporting and Review
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rights

@
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15.75 15.7.6
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w —» Capital Asset and p» Reconciliation » Installation Capital
5 Reconciliation Reports Asset Reports in
Reports from Base @ an Excel
Property spreadsheet

1574 Certified Capital
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@ Program Manager
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Consolidated 1.5.7.7
Capital Asset Data Will the DCM No
be used?

15.7.8
Program Manager
manually enters
consolidated
capital asset data
into DCM

LFS-1

Yes

1.5.7.9
DFAS Analyst
= initiates DPAS/ DPAS SABRS
SABRS interface
quarterly

- DDRS-AFS

DFAS
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1.5.7 Perform Reporting and Review Process, Page 6
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1.6.5.5
N LFS-2 Specialist
& receives letter
3 requesting transfer-
in

) 1.6.5.3

[72] 1.6.5.1 Fleet Manager

© 1.6.5.2 .

m Fleet Manager Is property submits Authorization letter

START receives a request . Yes—® authorization letter

(@) available for

c for transfer by e- to LFS-2

= . transfer? .

= mail requesting transfer

Q from base to base.

(2]

c

©

—

= No END

(O]

"

©

@ 16.5.4

g’ Fleet Manager

S receives a copy of

O letter to LFS-2

[&]

9]
0's

82 of 84




PERSONAL PROPERTY
PP-1.6, Disposal or Transfer
1.6.5 Perform Transfer-Out Property Process, Page 2

Authorization 1.6.5.6 1657
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DEPARTMENT OF THE NAVY
NAVAL AUDIT SERVICE
1006 BEATTY PLACE SE
WASHINGTON NAVY YARD, DC 20374-5005

7510
N2007-NFA000-0045.000
30 Jan 08

MEMORANDUM FOR ASSISTANT DEPUTY COMMANDANT (PROGRAMS AND
RESOURCES), U. S. MARINE CORPS
DEFENSE FINANCE AND ACCOUNTING SERVICE,
KANSAS CITY CENTER

Subj: AGREED-UPON PROCEDURES ATTESTATION ENGAGEMENT OF
MARINE CORPS PERSONAL PROPERTY FINANCIAL STATEMENT
INFORMATION (INDEPENDENT ATTESTATION REPORT
N2008-0020)

Ref: (a) NAVAUDSVC memo 7510/N2007-NFA000-0045.000, dated 20 June 2007
(b) NAVAUDSVC memo 7547/HQMC (P&R) (PP&E) AUP No.1, dated 11 June
2007
(c) SECNAV Instruction 7510.7F, “Department of the Navy Internal Audit”

1. Background. We have completed the subject attestation engagement, announced by
reference (a), and are providing the attestation report in accordance with reference (b).
We performed the engagement based on procedures jointly prepared and agreed upon by
the Assistant Deputy Commandant (Programs and Resources (P&R)), U.S. Marine
Corps; the Director, Defense Finance and Accounting Service (DFAS) - Kansas City
Center (KC); and the Assistant Auditor General of the Navy for Financial Management
and Comptroller Audits, to assist in validating Personal Property Financial Statement
Information for the Marine Corps. The agreed-upon procedures were conducted in
accordance with attestation standards established by the American Institute of Certified
Public Accountants. Defense Property Accountability System (DPAS) is the system used
to track and report Personal Property physical and financial data. DPAS is administered
by the Office of the Under Secretary of Defense (OUSD) and operated by DFAS
Columbus. It is a mixed system that provides capitalized financial information to
Standard Accounting Budgeting and Reporting System (SABRS) for financial statement
reporting. SABRS is the Marine Corps financial system. The adequacy of the personal
property procedures performed is solely the responsibility of Headquarters Marine Corps
(HQMC). We make no representation regarding the sufficiency of the procedures
described below, either for the purpose for which this report has been requested, or for
any other purpose. The report contains the agreed-upon procedures performed, and the
results of performing those procedures, but does not include recommendations.

2. Agreed-Upon Procedures. We agreed to verify that: (1) audit trails and internal
controls exist for Marine Corps Personal Property financial statement information; and
(2) corrective actions have been taken on weaknesses noted in the Marine Corps
Financial Improvement Plan (FIP).
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3. Scope and Limitations.

a. We reviewed the Marine Corps Second Quarter 2007 Balance Sheet Personal
Property financial information for the General Property, Plant, and Equipment (PP&E)
line item. General (PP&E) totaled $8.57 billion and the Personal Property portion of this
line item totaled $39.6 million. The engagement focused on the following areas:
Funding, Acquisitions, Disposals, and Financial Reporting. We performed no work
regarding the Department of the Navy’s (DON’s) baseline value for personal property.

b. During our engagement, we visited Marine Corps Headquarters, Washington, DC;
Marine Corps Base, Quantico, VA; Marine Corps Base, Camp Pendleton, CA; Marine
Corps Base, HI; Marine Corps Air Facility, HI; Marine Corps Base Camp Butler, Japan;
and DFAS Columbus, OH. A universe of 151 properties with remaining value totaling
$17.462 million existed for the 4 Marine Corps bases and one air facility visited. A total
universe of 299 fully depreciated properties, and other properties with remaining value,
totaled $17.462 million for the five sites visited. We judgmentally selected transactions
for review based on installation location and size, as well as type and value of personal

property.
4. Personal Property Process.

a. The Marine Corps personal property process life cycle begins with the
procurement of personal property. There are two types of personal property — Garrison
Mobile Equipment (GME) and Garrison Personal Property Equipment. GME is
described as mobile personal property and includes passenger-carrying vehicles, cargo
vehicles, material-handling equipment, engineer equipment, and railway rolling stock.
Garrison Personal Property Equipment is primarily stationary and includes uninterrupted
power systems, stadium seating, waste pulpers, and conveyor systems. HQMC procures
all personal property entitled GME through the General Services Administration (GSA)
and Defense Supply Center Philadelphia (DSCP). HQMC provides GSA and DSCP a
description of the property and the quantity needed by using a Military Interdepartmental
Purchase Request (MIPR). GSA and DSCP are responsible for writing, soliciting, and
awarding the contract. Overseas, GME procurement is performed at the installation. The
Marine Corps installation base contracting offices procure all personal property entitled
Garrison Personal Property Equipment.

b. The process for reporting personal property financial information begins at the
installation level. Each installation has a Base Property Control Office (BPCO) that is
responsible for identifying and categorizing personal property. These offices are
responsible for maintaining inventory as well as source documentation. The BPCO must
also ascertain accurate values for personal property; determine the correct depreciation
amount; and report personal property financial data into DPAS. The financial
information in DPAS and SABRS is reviewed by HQMC and forwarded to DFAS-KC,
who prepares the Journal VVoucher (JV) submitted to Department of Defense Reporting
System (DDRS).




Subj: AGREED-UPON PROCEDURES ATTESTATION ENGAGEMENT OF
MARINE CORPS PERSONAL PROPERTY FINANCIAL STATEMENT
INFORMATION (INDEPENDENT ATTESTATION REPORT N2008-0020)

5. Summary of Results.

a. We found that audit trails exist within DPAS for personal property transactions
tested; however, the process of tracing transactions through the audit trail to source
documents is time consuming and cumbersome. Transactions may be grouped together
in the DPAS accounting module and listed individually in the DPAS property
accountability module, impacting the process of tracing transactions between the two
modules. Further, source documentation remains a weakness and opportunities exist to
improve internal controls. Table 1 summarizes the results of the procedures performed
for each aspect of the Marine Corps Personal Property Financial Statement Information,
and Tables 3 and 4 detail the source documentation and internal control weaknesses
identified by testing. The lack of source documentation and weak internal controls
impact the financial statement assertions. Table 5 summarizes the effect of internal
control weaknesses on the Financial Statement assertions.

b. We also found that the Marine Corps took actions to correct identified weaknesses
cited in the Marine Corps Executive Financial Improvement Plan (FIP). Table 2
summarizes the results of the procedures performed. To verify whether actions were
taken to correct the identified weaknesses, we conducted tests of audit trails and internal
controls for those aspects of personal property. The validation package was compliant
with the Office of the Under Secretary of Defense (Comptroller) (OUSD(C)) checklist
criteria.

Table 1. Summary of Test Procedures Performed

. . . . N Results
Audit Trail, Internal Control, Corrective Action, and Validation Package Test Procedures

Performed

Determine whether audit trails exist for Financial Reporting of Personal Property: - -

Audit trail exists for Funding. X
Audit trail exists within DPAS for Acquisitions. X*
Audit trail exists within DPAS for Disposals. X*
Automated interface exists for Financial Reporting to SABRS. X
Determine whether audit trails exist and are supported by source documentation (i.e. DD 250, X
1149, 1155, contracts, purchase orders, etc.) of personal property.
Determine whether installations are reconciling personal property transactions to DPAS X
balances.
Determine whether installations are properly monitoring personal property data in DPAS for X
accuracy.
Determine if inventories are performed every 3 years as required and documented.
Determine whether corrective actions have been taken and documented on weaknesses noted in X

Marine Corps Financial Improvement Plan.

Determine if the validation package is complete and compliant with OUSD(C) requirements for
Sections 1-4 and 7 (Processes, Documentation of Audit Support, Organizational Information, and | X
Contacts).
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Table 1. Summary of Test Procedures Performed

. . . . N Results
Audit Trail, Internal Control, Corrective Action, and Validation Package Test Procedures

Performed

Determine if the validation package is complete and compliant with OUSD(C) requirements for X
Sections 5-6 (Documentation of Corrective Actions).

Determine if the validation package is complete and compliant with OUSD(C) requirements for X
Sections 8-18 (System Audit Information).

*Audit trails exist but the process of tracing transactions through the audit trail to source documents is time consuming
and cumbersome.

6. Corrective Actions.

a. We reviewed FIP to determine whether appropriate corrective action had been
taken on the weaknesses identified within the plan that would preclude the Marine Corps
from accurately reporting personal property information. The plan was developed to
achieve an unqualified opinion on DON financial statements.

b. We obtained evidence that specified corrective actions were taken by the Marine
Corps for the weaknesses identified within FIP, and summarized in Table 2 below.

Table 2: Corrective Actions

WWEELGQESS] Corrective Actions taken by HQMC

The Marine Corps implemented an automated interface between DPAS
and SABRS to eliminate manual entries into the Data Collection Module
and manual journal vouchers.

Excessive Journal Vouchers
Posted to the Core
Accounting System.

Personal Property The Marine Corps documented the personal property process and
processes are not provided it to field level commands for implementation in May 2006.
documented.

Source Documents are not The Marine Corps is currently working to obtain contract, invoice, and

available to substantiate receiving reports to substantiate the existing inventory. In addition, the

historical cost information. Marine Corps is putting together examples of sufficient documentation to
support entries into the accountability system and will disseminate to the
field commands for implementation during Calendar Year 2007. This
remains a weakness.

c. To verify whether actions in Table 2 were taken, we conducted tests of audit trails
and internal controls for those aspects of personal property. The purpose was to
determine whether Marine Corps installations are maintaining supporting documentation,
and to determine whether internal controls, processes, and systems generate auditable
transactions that can be traced to detailed supporting material. The Naval Audit Service
(NAVAUDSVC) Report N2002-0036, dated 13 March 2002, “Marine Corps
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Implementation of the Defense Property Accounting System,” identified weaknesses
pertaining to an automated interface and source documentation. The only
recommendation directed to the Marine Corps pertained to the retention of source

documentation.

7. Results of Audit Trails and Internal Controls Testing.

a. We reviewed personal property data within DPAS, and determined that the system
provides audit trails for funding, acquisition and disposal transactions. On 30 June 2007,
an automated interface between DPAS and SABRS was implemented. In addition, we
reviewed personal property internal controls and determined that opportunities for
improvement exist to support the existence, completeness, valuation, and rights and
obligations of personal property. The test procedures performed, and corresponding
results, are discussed below in Tables 3 and 4.

Table 3: Audit Trail Test Results

Areas Tested for Audit Trails and
Source Documentation

Test Results

Audit Trails Within DPAS:

We reviewed DPAS to determine if
audit trails exist and are maintained
to support the financial statement
amounts.

We determined that DPAS has audit trails. DPAS has an
accounting module which provides financial statement information
by type, installation, amount, and groups’ individual transactions by
reporting period but does not provide a description of the property.
The DPAS hand receipt module (accountability) used by the
installation to record property, lists each personal property asset
individually by type, installation, date, and amount. Because
transactions may be grouped in the accounting module and listed
individually in the accountability module, the process of tracing
transactions and source documents becomes time consuming and
cumbersome. As mentioned previously, DPAS interfaces with
SABRS.

Rights and Obligations:

We tested whether source
documentation is maintained to
support the rights and obligations of
Personal Property Assets.

We determined that Marine Corps installation personal property
personnel maintained documentation to support rights and
obligations with a few exceptions noted. Of 151 transactions
totaling $17.462 million, we judgmentally selected 68 transactions
totaling $10.997 million from DPAS to test for source
documentation. Of the 68 transactions reviewed, 63 source
documents were provided to support rights and obligations. No
documentation was provided for 5 transactions. This occurred
because the installations did not maintain the documentation.

Of the 63 source documents provided, 28 were DD Form 1342,
which is an outdated form. Although the Form 1342 contains all the
required data, the current form to be used is the DD Form 1149 or
1348. HQMC advised that, going forward, the use of the correct
form will be required of all installations.
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Table 3: Audit Trail Test Results

Areas Tested for Audit Trails and
Source Documentation

Test Results

Valuation and Funding
Documentation:

We tested personal property values
recorded in DPAS to determine
whether the amount agreed with
corresponding contracts and if
funding documentation was
maintained.

We determined that HQMC and MC installations personal property
personnel did not maintain source documentation for many of the
transactions reviewed for valuation and funding. Of 151
transactions totaling $17.462 million, we judgmentally selected 68
transactions for $10.997 million from DPAS to test for source
documentation.

Of 68 transactions reviewed, 13 contracts and 4 purchase orders,
totaling $ 3.217 million, were provided to support valuation. No
source documentation was provided to support the remaining 51
transactions totaling $7.78 million for valuation. All 13 contracts
provided supported funding. No source documents for funding were
provided to support the remaining 55 transactions.

The installations are responsible for maintaining documentation to
support property values input into DPAS and funding used for all
Garrison Personal Property Equipment procured. This occurred
because HQMC and MC installations personal property personnel
did not maintain source documentation used to input the assets
values in DPAS and funding used to procure property. GSA/DSCP
writes, solicits, and awards all contracts for procured GME property
and are not required to provide HQMC a copy of the contracts.

Capitalization Threshold:

We tested whether personal property
assets were capitalized at DON'’s
threshold of $100,000.

We determined that the tested personal property transactions were
capitalized at DON's threshold of $100,000. We tested 68
transactions totaling $10.997 million out of 151 transactions totaling
$17.462 million from DPAS.

Disposals:

We conducted tests to determine
whether disposed properties were
removed from DPAS within

10 working days after disposal, and if
documentation was retained.

We determined that disposed properties were removed from DPAS
as required and that source documentation was maintained for the
five properties disposed of by the five activities visited.
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Table 4: Internal Control Test Results

Areas Tested for Internal Controls

Test Results

Inventories:

We tested to determine whether
inventories were performed every
3 years as required and documented.

We determined that documentation supporting performance of
personal property inventories every 3 years exists. All five
installations visited provided documentation to support that
inventories were performed as required.

Reconciliation:

We conducted tests to determine
whether quarterly reconciliations
were performed on balances reported
in DPAS.

We determined that reconciliations of personal property are
performed and documented. Installations are required to reconcile
property records quarterly against acquisition and disposal source
documentation, which is submitted to HQMC. HQMC reconciles
personal property financial data monthly by comparing property
reports to source documentation provided by the installations.

Monitoring:

We conducted tests to determine
whether monitoring of the controls of
Marine Corps personal property
processes and procedures was being
performed.

We determined that Marine Corps personnel responsible for
assuring proper execution of personal property processes were not
performing all duties as required. The Resource Evaluation and
Analysis (REA) personnel are responsible for assuring the validity
and accuracy of personal property data and for assuring proper
audit trail documentation is collected and maintained. These duties
are not being performed.

This occurred because REAs received Marine Corps guidance in
June 2007 and have not fully implemented the requirement.

We tested whether acquisition data
was entered in DPAS within
7 working days after receipt.

We determined that acquisition data for personal property was not
entered in DPAS within 7 working days after receipt. This occurred
because personal property is receipted at the manufacture location
by a Defense Contracting Agent (DCA) and shipped to the
installation. Ownership of the property transfers to HQMC when the
DD Form 250, Material Inspection and Receiving report is signed by
the DCA. HQMC is aware of the problem and is implementing
procedures to correct the delay.

Existence and Completeness:

We tested for existence and
completeness of Marine Corp
personal property at five installations
visited.

We determined that properties recorded in DPAS existed, and that
the data within the system was complete, with the exception of five
properties, as discussed in the following paragraph. For existence
testing, we judgmentally selected 148 transactions of the 299 total

for the sites visited from the DPAS personal property database and
verified that the properties existed by tracing the properties to their
physical location. Of 148 properties reviewed for existence, all 148
were found.

For completeness testing, we selected a total of 57 properties
during our site reviews. We judgmentally selected properties (i.e.
site backs) at each location where we performed existence testing,
and traced the selected assets back to the personal property data
base to verify that the installations included the property within the
DPAS database. Of 57 properties selected, 5 were not recorded in
DPAS. This occurred because the installation did not provide
HQMC with the source documentation to input the property data into
DPAS.

b. Based on the audit test results described in Tables 3 and 4, we determined that
sufficient internal controls are not in place to provide reasonable assurance that personal
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property financial statement information is correctly reported. Table 5 presents the
financial statement assertions impacted by these internal control weaknesses.

Table 5. Effects of Internal Control Weaknesses on the Financial Statement

Assertions
Internal . Presentation
. . Rights and d

Control Existence | Completeness | Valuation A an
T Obligations ,
Weaknesses Disclosure
Property value X X
errors
Supporting
documentation X X X X X
not available

8. Validation Package.

a. The Validation Package Guidance Checklist prepared by OUSD(C) was designed
to help commands prepare for audits by providing and organizing the information needed
for financial statement audits. The validation package for the Marine Corps Personal
Property Financial Statement Information line item consists of 18 sections that
correspond to the multiple requirements of the OUSD(C) Checklist in the Financial
Improvement Initiative Business Rules, dated 23 June 2004. The validation package is
required to include key documented processes and flowcharts, general ledger audit trails,
evidence of corrected material weaknesses, and financial system information for auditing
purposes.

b. Sections 1-4 and 7 of the OUSD(C) Checklist direct commands to identify
complete procedures, processes, audit trails, and points of contact from field level to
Departmental level for the line item in question. Sections 5 and 6 direct commands to
complete and document all corrective actions noted in the Financial Improvement Plan
for material weaknesses related for balances being asserted. Finally, Sections 8-18 direct
commands to identify and obtain the system audits (Federal Information Systems
Controls Audit Manual (FISCAM) or Statement on Auditing Standards (SAS) 70/88) for
those systems that play a role in the financial reporting process of the line item. If a
system audit has not been performed, the commands are directed to provide comparable
system information within their validation package.

c. The validation package was compliant with the OUSD (C) Checklist criteria.
Because Department of Defense Inspector General performed an SAS 70/88 audit on
DPAS dated 27 January 2006, no action was required for Tabs 10-18.

9. We were not engaged to, and did not conduct, an audit of the subject matter. The
objectives of an audit would have been to express an opinion, or provide limited
assurance or disclaimer on the subject matter. Accordingly, we do not express such an
opinion, provide negative assurance, nor consider materiality. 1f we had performed
additional procedures, other matters might have come to our attention that would have
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been reported. If the results of the procedures warrant concerns sufficient for an audit,
then HQMC (P&R) may request the performance of an audit.

10. This report is intended solely for the information of, and use by, HQMC (P&R) and
other specified parties, and is not intended to be, and should not be, used by anyone other
than these specified parties.

11. The Auditor General of the Navy must approve any requests for this report under the
Freedom of Information Act.

12. We appreciate the cooperation and courtesies extended to our auditors.

2‘/14%»14.@4@?7

LUTHER N. BRAGG

Assistant Auditor General

Financial Management and Comptroller
Audits

Copy to:
UNSECNAV

OGC
ASSTSECNAV FMC
CMC (ACMC, RFR)
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